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e Get a DM, the desk-model postage 
meter for the small office ...and 
print your own postage, any amount 
needed for any kind of mail. 


e@ The DM prints a meter stamp directly 
on the envelope, with a dated 

postmark, and prints your own small 
advertisement, if you like... Has a 
moistener for sealing envelope flaps. 
Even provides postage for parcel post. 
Anyone can learn to use it in a jiffy. 

e@ The DM can be set for as much postage 
as you want to buy, protects it from loss, 
damage, theft. Automatically accounts for 
postage on visible registers. Saves time 
and effort in mailing —and often postage! 
@ Why put up any longer with old- 
fashioned adhesive stamps, stamp licking 
and sticking? Mail the modern way — 
with metered mail. Call the nearest 

PB office for a demonstration. Or send 
the coupon for illustrated booklet. 


FREE: Handy wall chart of new Postal Rates 

for all classes of mail, complete with 

changes, and parcel post map showing 
zones for any locality. 


= PITNEY-BOWES 
Postage 
Meter 


Offices in 93 cities 
in U.S. and Canada 


—; 
vote as you HK 

F oO 4 
pleese-DUt (> pare 


PitNey-BoweEs, INC. VRE, \erssAti 
3426 PaciFic St., Sta D, CONN: 
Please send free () booklet, () wall chart to: 


Name___ 


Firm 


Address 











NEW office copying discovery... 


makes OR yY 
PHOTOCOPIES 
of anything. instantly) Finished 


Copies Feed 
Out Here! 





Revolutionary New 


ApEco . . 
Hb Net @ ey 


New, low-cost machine makes photo-exact copies direct from 
original letters, forms, bids, contracts, invoices, reports, blueprints. 
Here is the first major advancement in office copying in the last 15 
years. Can save up to 80% on your copying jobs! Eliminate retyp- s 
ing, hand copying, checking or outside expensive copying service. 
The Auto-Stat is the first low-cost machine that makes error-proof, 
legally-accepted, black-and-white photo-like copies—WITHOUT COPIES PEEL APART! 
SLOW, MESSY DEVELOPING, FIXING, WASHING OR DRYING. It's NO developing 
fast—only 2 simple steps instead of 12 required by old methods. cS 

Makes prints instantly from any originals up to 11” x 17”—whether NO washing 
printed on one or two sides, and any inexperienced clerk can operate it! NO fixing 

So low cost! So compact! os NO drying 

Fits on the corner of a desk or table and is priced within the budget 

of even the smallest firm. It's portable—just plug in any ovtlet— NO trays 

TODAY! NO dark room 
MAIL 


and the Auto-Stat is ready for instant operation. 
Have You Read This New Book? Pn me win es as oe a ee as a 
Here is o really informative, American Photocopy Equipment Co. 
worthwhile, factual report on 2859 North Clark St., Chicago 14, Ill., Dept. O-102 


an important new copying ; ’ . 
development. New 12-page Please Rush me—without obligation— FREE copy 


booklet pictures and tells com- of your new book on Auto-Stat—with full de- 
plete Auto-Stat story—shows tails on this new photocopy method. 

how you can use this revolution- 
ary new photo-copy method. 
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er 

the A Address 
AMERICAN PHOTOCOPY City Jone State 
EQUIPMENT COMPANY 











a 





Trademark Reg. U.S. Pat. Off. Founded 1935. 
Copyright 1952 Office Publications Co, All Rights Reserved. 


Vol. 36 OCTOBER, 1952 


New Tokyo Office Building of the Reader's Digest 


Office Management in Government: 


NIGP Conference in Chicago 

Holding Workers ...... 

Why Office Workers Like itneniale.. 

New Books 

National Business Show in New York, October 20-25 

A Clerical Cost Control Plan that Increases Production 

Annual Systems Conference in New York, October 20-22 

Terminal Digit Filing Saves Money for D.C. Blue Cross 

Rotating Air Reservation File 

The Systems and Procedures Manual 

46th Annual NSOEA Convention and Exhibit in Chicago, October 4-8 

Training Office Workers to Communicate Robert J. Simpson 
Electronics Featured at AMA Office Conference in New York, October 16-17 

Effortless Typing Emma C. George 
The Technique of Assigning Office Work Irving Weinstock 
NY MN Saree ala gl Og «itis oA Sin os LEN 

News of the Office 

National Conference & Exhibit Cilaide 

News of the Industry 


As We See It 


ON THE COVER: Photographs courtesy of Underwood Corp., Ewing Galloway, N. Y., General Petroleum Corp., 
and A. Devaney, Inc., N. Y. 


WILLIAM SCHULHOF, Publisher 
WILLIAM R. SCHULHOF, Editor JAMES GORMAN, Managing Editor 
THE OFFICE is published on the first of every month by Office Publications Company, 270 Madison Avenue, 
New York 16, N. Y. Telephone: LExington 2-2245. Cables: **Wilhof, New York."* Also publishers 
of LA OFICINA, Spanish Edition of THE OFFICE, and OFFICE EQUIPMENT EXPORTER. 
SUBSCRIPTION 
One Year $2, Two Years $3, to U. S., Possessions and Canada. 
One Year $3, Two Years $5, to all other countries. 


Member of Controlled Circulation Audit, Inc. 
and National Business Publications, Inc. 


CIRCULATION OF THIS ISSUE OVER 27,500 COPIES 














Here they are ... What a line up! 


NEW “Flexi” STORAGE CABINETS 


the cabinets with the double feature 


SLIDING SHELVES 
pdjustable without boltin | SLIDING DOORS 


ran 
vv 


4718 SD—38'W.x42'/H.x18''D. 


7812 SD-—38’’W.x78'H.x12'’D. 
7818 SD—38'W.x78''H.x18''D. 


4212 SD—38'’W.x42"H.x12’D. 


Never before — such flexible and practical storage cabinet units! Exclusive double feature . . . (1) adjustable, 
sliding shelves that absolutely require no bolting . . . (2) sliding, gliding doors that can be removed in less 
than 3 seconds, without tools. These heavy gauge steel cabinets are in a class all by themselves! They 
are the storage type cabinets that you have always wanted. Write or wire Joe Davis for more details. 


“PODUCTS 


BORROUGHS MANUFACTURING COMPANY 


. ARY 5 fT MER ‘ t MPANY TROUT 


3002 NORTH BURDICK alll KALAMAZOO, MICHIGAN 
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New Tokyo 
Office Building 
of the 
Reader’s Digest 


HE new office building of the 
Reader’s Digest in Tokyo’ was 
planned to blend the best in Ameri- 
‘an and Japanese architectural design. 
It is loeated on the site of the old 
French Embassy which burned down 
during the earthquake of 1923, across 
the moat and the Takebashi Bridge 
from the walls of the Imperial Palace. 
The main section of the building has 
two floors (approximately 65 x 195 ft.) 
divided by movable partitions for the 
administrative, accounting, research, ad- 
vertising, promotion, circulation, sub- 
scription and editorial departments on 
the second floor. In addition to office 
space, the first floor has an exhibit hall, 
lounge and cafeteria. The latter has 
paved and shaded terraces facing an in- 
ner court and a garden designed by the 
architects and Isamu Noguchi, American 
sculptor. The court and spacious lawn 
have running waterways and pools. The 
basement contains service machinery. 
Office interiors combine concrete 
columns, plywood walls, terrazzo and 
rubber tile floorings, and Celotex acous- 
tic ceilings. Overhangs and _ horizontal 
louvers make window blinds unneces- 
sary. This is Japan’s first postwar 
building with underfloor ducts for wir- 
ing. Lighting is mostly fluorescent in 
flush ceiling fixtures and there is an 
80-cireuit automatic telephone system. 
Searcity of coal and oil in Japan led 
to adoption of the heat pump hydro- 
electric system for heating and air con- 


Y —F—ARA PA bh RRA 
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Above: conference room adjoining manager's office; below: 


office building in Tokyo. 
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MESSAGES THAT MADE HISTORY + 


We might today be 
driving down the wrong 


side of the street and 
singing “God Save The 
Queen.” That is if the 
fellow members of His Majesty’s Parliament had 
listened to Edmund Burke back in 1774. 
Edmund Burke never saw America. But it was 
clear to him it would one day be a great power. 
“The question with me is not whether you have 
the right to make -your people miserable but 
whether it is not your interest to make them 
happy.’’—“‘Slavery they can have anywhere.” 
In brilliant letters and stirring addresses he 
fought the obnoxious taxes England imposed on 
the colonies. But Edmund Burke in all of Parlia- 
ment fought virtually alone. 


The day of Edmund Burke had no specialized 
requirements for paper. Today the mechanized 
efficiency of the modern office requires many 
different types of paper. Gilbert offers you the 


NO. 11 OF A SERIES + 


COPYRIGHT 1952 + GILBERT PAPER COMPANY 


most complete line of new cotton fibre papers for 
your office use . .. making it possible for you to 
select exactly the right paper for the right job 
from one source. And, tub-sized air-dried Gil- 
bert Papers are unsurpassed for sparkling ap- 
pearance, snap, erasability, and toughness to 
withstand constant handling. 

Ask your printer, lithographer or engraver for 
samples of Gilbert Quality Papers. 


BOND e ONIONSKIN e LEDGER e INDEX BRISTOL 
MANUSCRIPT COVER @ VELLUM e SAFETY 


REPRODUCTION e¢ BANKNOTE PAPERS 


S<GuiBERT 


PAPER COMPANY 
MENASHA, WISCONSIN 


A good letter is always better- written on a Gilbert Bond 
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SBesns Spe ant 
firme wt the 


READ HOW TO SIMPLIFY and 
speed up office operations with the 
help of ‘“‘Scotch’’ Pressure-Sensitive 
Tapes! This new booklet is full of tips 
that mean faster work, neater desks 
and files, reduced waste. Write Dept. 
OF-102, 3M Co., St. Paul 6, Minn., 
for your free copy! 


PRICE SCHEDULES, blueprints, 
drawings last indefinitely un- 
der rough handling when pro- 
tected with “Scotch” Brand 
Acetate Fibre Edging Tape. 


PHOTOS, clippings, swatches 
are mounted invisibly with 
“Scotch”? No. 666 Double- 
Coated Tape. High-tack ad- 
hesive on both sides. 


FILE CARDS, folders, confiden- 
tial papers are identified in- 
stantly with tabs of colored 
*‘Scotch” cellophane tape. 12 
colors available for coding, 
pricing, identifying. 


© 


10 


TORN CHECKS, vouchers, maps, 
are mended invisibly with 
transparent ‘‘Scotch”’ cello- 
phane tape, the all-around 
favorite for sealing, holding, 
mending. 


flective Sheeting, ‘“‘Safety-Walk’’ Non-slip Surfacing 


Export: 122 E. 42nd St., New York 17, N. Y. In Canada: 


“*3M”’ Abrasives, 
London, Ont., 


DOCUMENTS, policies, other 
important papers require a 
long-aging tape for mending, 
attaching riders, etc. Use 
‘“‘Scotch”’ Acetate Film Tape! 


SCOTCH 


Pressure-Sensitive 
Tapes 


ae 


The term ‘‘Scotch” and the plaid 
design are registered trademarks 
for the more than 200 pressure- 
sensitive adhesive tapes made in 
U.S.A. by Minnesota Mining & 
Mfg. Co., St. Paul 6, Minn.—also 
makers of ‘“‘Scotch’® Sound Re- 
cording Tape, ‘‘Underseal’’ Rub- 
berized Coating, ‘‘Scotchlite’’ Re- 
**3M” Adhesives. General 
Can. 
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Night view of the building. 
ditioning using water from 250 ft. 
underground which has a steady tem- 
perature of 61-63° F. This water heats 
the building in winter and is_ used 
to air condition the building in summer. 
Offices are kept at 61° in winter and 
80° F. in summer with 50% humidity 
all the time. 

The basement contains storage bat- 
teries to supply emergency lighting to 
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Some of the specially designed furniture. 





The lounge which 

connects the cafe- 

teria with exhibit 

space and offices in 

the Reader's Digest 

Tokyo office build- 
ing. 


areas not receiving outside light. There ties include men’s and women’s wash- 
are fire-fighting hydrants on each floor rooms and coatrooms on both floors, 
and the building is designed to with- vault, darkroom, and freight elevator. 
stand earthquake motion. Other faeili- With the exception of paint and a 


A view of the circulation department. 
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Struggling along with one wheel may be all right as the trick of the 
week, but for real progress two wheels are essential! . . . And in 
business as well, two telephone systems are required for smooth, 
efficient operation—your city telephones for incoming and outgoing 
service — and SELECT-O-PHONE for inside communications. 
SELECT-O-PHONE operates automatically and independently of 
your switchboard ! It permits you to talk with from one to 55 inside 


stations, individually or collectively. 


SELECT-O-PHONE frees your switchboard in inside traffic—saves 
manpower—increases efficiency throughout office or plant! 


ELLOGE x, Sud: 0-Phone 


THE /S10E VOICE OF BUSINESS 
An Associate of International Telephone & 


Telegraph Corporation Get the Facts — Mail Today! 





SELECT-O-PHONE DIVISION 
Dept. 10J 


KELLOGG SWITCHBOARD AND SUPPLY CO. 
79 W. Monroe St., Chicago 3, Ill. 


Please rush your new ‘‘Hear’s How’ booklet that explains 
how | can benefit from Kellogg SELECT-O-PHONE Dial Inter- 
communication. 


NAME 
COMPANY ae 
ee 
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The subscription department. 


few specialized electrical fixtures, every- 
thing in the building was manufactured 
in Japan. Furniture and textiles were 
designed by the architects and produced 


hy Japanese manufacturers, some otf 


the equipment being made in Japan for 


the first time. Architects Antonin Ray- 
mond and L. L. Rado, and engineer 
Paul Weidlinger, all of New York, 
expressed their satisfaction and pleasure 
working with the Japanese builders, 
manutacturers, crattsmen. 


Close-up of a desk 
like those shown in 
the photo above, 
designed by archi- 
tects Raymond and 
Rado and made in 
Japan. 
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EFFICIENCY... 





BOSTITCH B-8 


with the attached staple remover 


BOSTITCH B-5 


BOSTITCH B-11 


with the attached staple remover 
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® Actually, of course, efficiency is only 
one advantage of Bostiteh stapling. 


Speed is another. Neatness, security, 

safety and economy are still others. 

Better include Bostitch staplers and 

staples in your next stationery order. ANO FASTER 
fastens it better, with wire 
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OFFICE MANAGEMENT 


IN GOVERNMENT 





NIGP Conference in Chicago 


T each annual conference and prod- 
ucts exhibit of the National Institute 
of Governmental Purchasing, much 
emphasis is always placed on office 
management subjects. This year’s, the 
seventh annual, at the Edgewater Beach 
Hotel, Chicago, Oct. 19-22, will be no 
exception. Speakers will tell the assem- 
bled public purchasing agents how to 
prepare and use modern purchasing 
forms and there will also be talks on 
ash discount procedures, accounting 
and vouchering controls, and commodity 
ard record systems. Other items which 
come under the head of paperwork and 
which will be discussed are the prepara- 
tion and utilization of specifications and 
commodity catalogs. 
There will be a clinic on purchasing 
problems in the form of a panel and 


round table discussion on subjects relat- 
ing to the organization and administra- 
tion of public purchasing departments. 
This session will inelude brief coverage 
of priorities and allocations. Other sub- 
jects to be covered at different meetings 
will be testing and inspection, salvage 
and textile specifications. Two breakfast 
sessions will be divided into meetings 
for purchasing officers in states, boards 
of edueation, cities, counties and special 
districts and authorities with less than 
150,000 population and for those in 
areas with over 150,000. These early 
morning sessions are planned for the 
interchange of ideas and suggestions 
bearing on public purchasing work. 
The entire program is designed to 
cover purchasing fundamentals for large 
and small publie purchasing agencies 


THE EASY way 
TO DESTROY 
OLD PAPERS 


The New "Silver Executive’ Paper Shredder destroys 
confidential papers, obsolete records completely 
. » » quickly! Machine is typewriter-size, neat, com- 
pact and portable—safe and easy to operate. 
Shreds paper into !/,” strips . . . makes wonderful 


packing material. 


Write today for complete details and 10-DAY 


FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


ive MILL STREET 
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| with ample opportunity allowed for 

participation of all delegates in the 

€ cbwse round tables and forums. The diseus- 
sion leaders will be all practical public 


purchasing executives, headed by Com- 


missioner of Purchase John Splain of 
New York. James S. Knowlson, presi- 
| dent and chairman of the board, 


Stewart-Warner Corp., Chicago, and 
SAVE TIME REDUCE COSTS chairman of the Governor’s Advisory 
ee Committee on Purchasing for the state 

i ' 1M —- * of Illinois, will address a luncheon ses- 
man . as sion. Purchasing executives from the 
U.S., Canada and foreign countries will 
attend the conference. 

Of the more than 70 manufacturers 
who will exhibit their products at this 
conterence, some 20% will show office 
equipment exclusively. It is expected 
that this will be NIGP’s biggest meeting 
to date and, as usual, there will be a 
planned program of entertainment as 
well as special events arranged for the 
ladies. A copy of the complete four-day 
program and registration information 
can be had from Albert H. Hall, execu- 
tive director, 730 Jackson Place, N.W., 
Washington 6, D. C. 





Alphabetical, 
numerical, 


hical 
rameter Holding Workers 
ene Wei E solutions to the problem of 
j zetting and keeping capable office em- 
FASTER SORTING. — perfect ployees are presented in a booklet by 
order with Jess handling! Pitney-Bowes, Ine., entitled How to 


Handle 5 Tiresome Office Jobs... with 


F tical i to fi : 
LeFebure vertical sorters are tailored to fit Happier Workers . . . and at Lower 


EACH job. Let a LeFebure trained representa- see . 
tive study your sorting job and offer a sound, Cost. The booklet explores the relation- 
workable solution to your sorting problem. ship between paperwork drudgery and 
No obligation of course, just outline your prob- personnel turnover and concludes it 1s 
lem when writing us. essential to make clerical tasks more in- 
FOR FURTHER INFORMATION— teresting by the elimination of monoton- 
WRITE FOR FOLDER 808 ous hand operations. In assessing the 


problem, the booklet states: 


CORPORATION “Since 1920, the skillful use of ma- 
Le febure CEDAR RAPIDS, IOWA a cia tea 


chine tools in factories has been largely 
Most complete sorting line available. | responsible for a 150% increase in pro- 
duction with only a 53% increase in 


| 
7m a] «=< | , * . . : res : Te 
RS . si workers. In these same 30 years, there 
i Fa ‘ 4 ) ae ] | has been an ever-growing rise in office 
_ Ny 9 paperwork and paper handling. In 
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ADD UP THE ASSETS 


that Hammermill Ledger brings to your business 


1. A non-glare finish saves eyestrain, speeds work, stands erasures and rewriting. 


2. A firm surface rules perfectly, provides clean printing on accurate forms. 


3. A splendid texture for typing and writing. (For machine posting there is the 
special finish identified by the watermark “Posting Finish.”) 


Strength and durability assure fine appearance even after years of handling. 


You can obtain busi- IT ADDS UP to a superior ledger paper that 
eg RY a thousands of business firms have standardized : 
ever you see this shield ©" - - -, one that’s been making accountants borer, i 
on a printer’s window. work easier for more than 37 years! GINA } 


SEND COUPON FOR FREE SAMPLE BOOK! ee i 
— maaan eave wweewwe os || 


Hammermill Paper Company, |. 
1433 East Lake Road, Erie 6, Pa. 
Please send me- -FREE- > the sample book of 
HAMMERMILL LEDGER. 
Name 
Position ip a eh gietnen paaane sees 
ri four business 
lease attach to, or write on, yo s 
aio letterhead. ) TO-OCT 


as in a22n0 


THe Orrice—October, 1952 





IMPORTANT to OFFICE EFFICIENCY 


STENCIL CUTTER 


FOR MIMEOGRAPH REPRODUCTIONS OF 
ADVERTISEMENTS 


a BUSINESS FORMS 


NEWSPAPER 
CLIPPINGS 


MAPS 
GRAPHS 
DRAWINGS 
BULLETINS 


FAST Graphic material on 
originals reproduced electronically 
on stencil in six minutes. 


ACCURATE Stenafax sten- 


cils are exact copies of originals, 
no proof reading is required. 


ECONOMICAL Stenafax 


saves hours on preparation time. 
Over 10,000 mimeographed copies 


from 1 stencil. 
Now Available to Commercial Users 


See STENAFAX at the 
NATIONAL BUSINESS SHOW Oct. 22 


TIMES FACSIMILE 


CORPORATION 
540 West 58th Street, New York 19, N. Y 
1523 L Street N.W., Washington 5, D. C 


offices, however, the ‘machine tools’ 
available to business are not by any 
means so fully utilized—with the result 
that clerical employees have increased 
approximately 150%, from 3 to 8 mil- 
lion, and this army of workers is still 
increasing. 

“Clerical personnel is definitely in 
short supply. This is partly because of 
the low birth-rate in the ’30s, partly be- 
cause more hands are constantly needed. 
But it is also due to the very nature of 
the work these hands are called upon to 
do. Most paperwork is wearing, tire- 
some, repetitive—the treadmill of office 
routine is less and less attractive to a 
younger generation which has a rising 
proportion of high school and college 
graduates, with greater psychological re- 
sistance to drudgery jobs. 

“In large part, resistance to office em- 
ployment arises because too many tedi- 
ous jobs are still done by methods that 
are truly archaic, that have not changed 
basically in a hundred years. This situa- 
tion affects big and small businesses 
alike—it is not the size of a business, 
but the office work methods it uses, that 
determines its place in today’s competi- 
tive ‘market’ for employees. The com- 
panies which have eliminated _ office 
drudgery are generally in the best posi- 
tion to attract and hold office personnel.” 

Maintaining that work-burdens and 
employee attitudes have been improved 
even in small business offices where ma- 
chines are in use, the company concludes, 
“Whenever working conditions improve, 
companies gain not only better, more 
stable employee relations, but other re- 
wards as well. Mechanizing office rou- 
tine does away with high ‘concealed costs’ 
of slow, manual work—costs that can’t 
be ascertained because they are buried in 
general clerical expense. Also, clerical 
capacity is enlarged, time is freed for 
more important tasks—so that man- 
power and womanpower are, in effect, 
multiplied without adding to staff.” For 
a free copy of this booklet, write Pitney- 
Bowes, Inc., 3441 Pacific St., Stamford, 
Conn. 
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“The scale edge on 
Webster's Micrometric 
Carbon Paper ... is 
essential in producing 


well-balanced correspon- 


dence and reports”. 
.» says 
FRANCES DOWNS 
Secretary to 
Mr. Smallwood, 
President of 
Thomas J. Lipton, Inc 
Hoboken, New Jersey 


Mrs. Downs is one of many outstanding sec- 
retaries who have discovered how time and 
trouble are saved by Webster's Micrometric. 
The exclusive scale edge takes the guess— 
work out of letter placement by telling at 
a glance how many lines of typing space 
remain on a page. 


Output increases when re-typing chores re- 
sulting from "running over" are eliminated 
by Micrometric. Impressions are sharp and 
legible. The scale edge is uncoated——keeps 
hands and papers cleaner when carbons are 
removed 


Leading secretarial schools recommend Web-— 
ster's Micrometric. There's a Webster weight 
for every office use. Give Webster's a trial 
and see the difference——in finer, faster work. 


See Webster's complete line of duplicating 
and spirit supplies at your stationers. 


F.S. WEBSTER COMPANY 


8 Amherst Street, Cambridge 42, Mass. 
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The 
Duck Billed 


Deduction 


Origin: Turns up whenever figure work and record keeping increase. 
Found almost everywhere these days. 


Habits: Annoys people in overworked statistical departments. 
Nests in inadequate calculating equipment. 


Diet: Vegetarian. Thrives on crisp, green money (your profits ). 





This hungry bird has no place in your office. If your statistical department is 
quacking under the strain of increasing figure work in payroll, billing, sales analysis, 
call in your nearby Comptometer representative. [le can save you time and money 
on all kinds of calculating work with: 


Fast, Accurate Comptometer Adding-Calculating Machines with exclusive 3-way 
Error Control that safeguards accuracy. Direct action gives answers 
instantly. Floating Touch adds extra speed. Anyone 
in your ofhce can operate a Cx ym ptometer easily. 


Time-saving Methods. At no obligation your Comptometer 
representative will gladly work with you to speed 
production and cut costs in your present figure 
work systems. 


Call the Comptometer representative in your phone book 
today. Let him demonstrate Comptometer machines, 
explain Comptometer methods 


COMPTOMETER 


REG. U.S. PAT. OFF 


ADDING-CALCULATING MACHINES 


electric and non-electric models) 


Made only by Felt & Tarrant Manu- 
facturing Co., and sold exclusively by 


its Comptometer Division, 1715 North One of four new machines, the 


Paulina Street, Chicago 22, Illinois DUAL-ACTION COMPTOMETER 
Offices in all principal cities. is a full 12-column Comptometer 
FELT & TARRANT or two machines in one! 





Why 
g) Office 
-- / Workers 
|, Like Manuals 


PAMELA HARNETT 


| —— | 
vo” 
o 


youngsters that you are employing 

these days are quite shaky and un- 
certain about office procedure. The an- 
swer? Well, I have found in my many 
years in the business world that the 
office manual can turn the trick. It may 
be in pamphlet form, printed, or if you 
are a smaller concern with say less than 
100 persons, a duplicated form will do 
nicely. You might start it something 
like this: 

“Dear Newcomer: 

Weleome to the ———— - Com- 
pany. We hope you will enjoy your 
work with us and to that end we have 
prepared this manual to be of assistance 
to you in your various duties and to 
give you a thumb-nail sketch of our 
company and its purposes. 

You will find attached some “gen- 
eral” sheets which will give you the 
names of the officers of the company, 
the different departments and their serv- 
ices, the company policies as to vaca- 
tions, sick leave, insurance, ete., and 
some information as to how our corre- 
spondence is handled as to form, con- 
tent and mailing. 

You will also find attached a special 
manual for your desk which will detail 
the duties assigned to you and how in 
general they should be handled. 

We shall appreciate your studying 
this material as it is written for the 
purpose of making your work easier 
and for uniformity in the handling of 
correspondence. 

Our office hours are —-—————— and 


Q soun of those self-reliant looking 
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THIN 
PAPERS 


Reduce 
MAILING 
eezivie 
FILING 
Costs. 


Use 


tC SHEE CE 


THIN: PAPE Ra 
Air Mail Bond 


Clearcopy Onion Skin 
Fidelity Onion Skin 
Laid Thin Papers 
Prestige Onion Skin 


Superior Manifold 
Thin-Opaque 


ESLEECK 


Manufacturing Company 


Turners Falls, Mass. 





EMERCEMCY wr encon 


SERVICE INDEPENDENT OF 
POWER SERVICE 


WHEELER 


SOUND POWERED 


TELEPHONES 


Power or telephone failure 
could shut down your intercom- 
munications when MOST need - 
ed. But not if you have a 
Wheeler System, which is IN- 
DEPENDENT of outside power, 
yet requires NO BATTERIES and 
is ALWAYS ready for use. Easily 

installed...safe...not subject to deterioration. Handsets, Pair 
Phones, complete intercom systems. Write us for details. 


the WIHEELE INSULATED WIRE CO. inc 


VISION F THE SPERRY CORP 


1106 EAST AURORA STREET, WATERBURY, CONNECTICUT 





AUTOMATIC 
STAPLING 


WITH 


Stoplex \ 
THE AUTOMATIC YS 
ELECTRIC STAPLER 


Today's Fastest .. . Easiest . . . and 
Best way to Staple. Cuts time & costs 
sharply! 
Just insert work—both hands free—no 
foot pedals, levers, etc.,—Staples as fast 
as you feed work! 
SAVINGS UP TO 70°%—PAYS FOR 
ITSELF IN NO TIME. Write and be 
convinced. 


The Staplex Company 
72-76 Jay Street, Brooklyn I, N. Y. 














we should appreciate your adhering to 
them as closely as is reasonably pos- 
sible.” 

Then would come a page with the 
officers of the company and then a page 
outlining the different departments, 


naming the head of each department, 
and what work each department handles. 


Next would come an actual set-up for 
your letters: what style you prefer, the 
signatures, how spaced, and all the par- 
ticulars which make your letters repre- 
sent your company. 

A manual should be made for each 
desk, showing in detail the duties of 
that desk and how they are to be han- 
dled. For instance, in the position of 
bill-clerk you may have a_ particular 
way in which your bills are set up. or 
maybe different customers want their 
bills made up differently, or want extra 
copies or a carbon copy sent to another 
branch. ete. Your orders are no doubt 
handled in a special manner and you 
could set up this manual in such a wav 
as to save the incumbent and perhaps 
the department much time and trouble. 
If vour company is at all what micht 
be classed “technical,” a glossary of the 
terms used would he of great assistance 
to anv new girl be she stenographer, 
switchboard operator or receptionist. 

One of the desks often overlooked 
and which requires a manual perhaps 
more than any other is the switchboard. 
Your switchboard operator is as much 
a salesman as anyone you have on the 
street or on the road. 

During vacation when extra girls are 
emploved. or when girls have to be 
transferred from one department to an- 


| other, the manual is a boon both to the 


busv department executive and to the 


cirl herself. 


These manuals don’t have to be in 


| any way pedantic. They should be in- 


formal, but they certainly can be in- 
structive and they will earn their keep 
in time saved in explanations and in 
preventing work being done over he- 
cause the new employee “didn’t under- 
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stand that it was to be done like that.” 

The office manager should have a 
master manual containing a copy of all 
the individual office manuals for refer- 
ence and for making changes when 
necessary. 

One firm that I know of has an extra 
sheet or two of special “do’s and don’ts” 
for their stenographic help. You can go 
as far along such lines as you want, 
but the main thing is the actual setting 
up of the work to be done at each desk 
together with the manner in which you 


want that work performed. 

It is presupposed that a secretary or 
a stenographer knows that she should 
look up in the office dictionary any word 
that she is not sure of, both as to spell- 
ing and meaning; and that she be cour- 
teous, neat, obliging, ete. But what work 
she is supposed to do, and how you 
want it done, matter tor you to 
decide and a written manual instead of 
word-of-mouth instructions saves time 
and trouble. I know. I’ve tried it both 
ways. 


is a 


% 
Ba 


He says it’s time to change 


If you favor better quality at 

lower cost, you'll vote for the new 
WESTON BOND. A rag content paper 
made especially for letterheads and busi- 
ness forms, it carries the WESTON 


to WESTON BOND 


name right in the watermark as a 
guarantee of extra value and dependabil- 
ity. Ask your printer to use it or write 
for sample book. Address Byron Weston 
Company, Dalton, Mass. Dept. —n 


WESTON BOND Envelopes are made with GRIP-QUIK instant sealing flap gum 








WESTON BOND” 


Made by the Makers of OLD HAMPSHIRE BOND, BYRON WESTON CO. LINEN RECORD 
and a Complete Line of Papers for Business Records 


% 
‘s vou 
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That’s what you get in PANAMA-BEAVER Carbon Papers 


Constantly precise as the most detailed operations in 
producing an airplane, are the manufacturing processes 


employed here to make PANAMA-BEAVER products 


infallibly Pe htt lize offi , 


Brilliantly conceived, meticulously planned, devel- 
oped into vital being for yeoman service in the most 
important of America’s offices and institutions — 
PANAMA-BEAVER Carbons and Ribbons can never suf- 
fer from the obvious faults of mass-production, never be 
other than head and shoulders above the commonplace. 





7? 
PANAMA-BEAVER 


Yilobond Ca 


Cir 


MANIFOLD SUPPLIES CO, 188 3rd Ave, Brooklyn 17, N. Y, 


Coast to Coast Distribution 


CARBON PAPERS HECTOGRAPH UNI-MASTERS INKED RIBBONS 





AUTOMATIC CLEAR SIGNAL 


There's no doubt about your ma 
chine being cleared. The clear sig 
nal tells you — automatically 


i ' a 
FEATHER-LIGHT KEYBOARD 


Fingers fly faster with less effort 
and fatigue—-and time is saved! 


@ write rovay ror compere inrormarion. FUG OMUI CTU TIES HULSE THE Cee bie 


679 Front Avenue 


VISIBLE DIALS 
You know totals every instant 
with eye-level dials thot give 
you full visibility. 


= 
RED SUBTRACTIONS 
Subtracted items print in red 
and stand out prominently, mok 
ing the checking of finished 
work simple and fast 


with amazing 
MODERN AUTO-TOTALER! 





More Automatic Features 
More Visibility 


Here is a superior new machifte 


that should make adding mia- 


chine history. 


R. C. ALLEN 


unveils the VisOmatic electfic 


adding machine incorporating 


seven improved time-saving, 


money-saving features for easi€r 
operation PLUS the NEW 
AUTO-TOTALER 


AUTOMATIC CIPHERS 

Saves approximately one third 
of all key depressions because 
all ciphers print automatically 


SPACE-UP TOTAL 

Tape is spaced to correct tear 
off position when printing totals 
Saves paper speeds up work 


N.W., Grand Rapids, Michigan 


AUTOMATIC TOTALS 
AND SUB-TOTALS 


SAVES thousands of manual 
operations 

SPEEDS up figure work 
PREVENTS errors 

CUTS operating costs 


“ADD SPEED" KEYBOARD 


Entire amounts can be entered in 
one operation Saves many key 
depressions every time machine is 
used 


BUSIRESS 
MACHINES 











Yue Sy Iypowrler V MAYALL 
GE VoHlOT Cofulener 






3,38 


on 






5.8 


“89 







OO meres 





MODEL 611 


(Six carrloge 
widths available) 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Michigan 








SoundScriber’ 


DICTATING EQUIPMENT 


means more and more 
to thousands 
on the road 


SoundScriber frees salesmen from the 
time-eating drudgery of typing or writing reports—gives 
them 20% more selling time. With SoundScriber they 
talk reports, memos, and letters ... privately in hotel room, car or train— 
then slip the little green disc into an envelope, add a 3¢ stamp and drop 
down the mail chute for home office transcription. That’s all there is to it! 
What’s more, SoundScriber is so light . .. weighs only 16% lbs... . salesmen like to 
ke it with them. Learn how the easiest-to-use of 
all dictating equipment saves time and money : 
1 the road and in the office, Mail coupon today. SoundScriber Corp., Dept.O10, 


New Haven 4, Conn. 
Only SoundScriber Offers You: 


Please send me Motion Study Chart. 
Automatic On-the-Disc 
Indexing. ja . , 
Duns doen Mendbeitity. ... and it’s the only dictation 


disc useable on long-playing 
Mail-Chute Size Discs. phonographs—it’s 3313 rpm. 


SEND TODAY Soap 





4. “Television Indexing’. 











With a chair like this... 


good posture can be a pleasure! 


This girl is in love with her Sturgis No. 972 Glide- 
master because it induces good posture by gentle 


persuasion rather than by ramrod rigidity. 


When she sits in her Glidemaster she has full, 
free spring-back action and full, free swiveling. 
She relaxes on a coil spring seat topped gener- 
ously with foam rubber. Into the small of her 


back snuggles a curved, figure-fitting, 


foam rubber cushioned, flextble backrest * 
which follows her back in motion to 


right and left. Her weight is properly 
distributed, her muscles are properly supported, 
she sits erect, she breathes freely. 


That is 
good posture, painlessly come by! 


a 
yd 


You con't see all 
the quality that's 
engineered into 
Sturgis choirs. 


. 


hte 


*Ask your Sturgis dealer to demonstrate 
the Follow: Flex back support, an ine 


genious and exclusive Sturgis feature. 


The Sturgis Posture Cheir Compony 


Sturgis Michigan 
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MOST EFFICIENT? NO ADVANCE IN PRICES! 
LESS EXPENSIVE / Immediate Delivery 


» ARON CK W-2 FORMS 
For 1952 


AND “SEXTUPLES” 





Approved by 
@ U. S. Treasury Department ; 
© Various States A SIMPLE “SNAP-OUT” MOTION 
(5 and 6 part forms) INSTANTLY SEPARATES FORMS & CARBONS 


@ Various Cities where practicable 





: Original and Duplicate Remain Attached 
@ Special 5 part form for States of ; 
New York and North Carolina Without Carbon. 


Forms W-2 and Envelopes including 
employer’s imprint can be shipped 
within a few days from receipt of 


order. 
strip. 


—Wr ai) ku) 


R SAVING 1619 WALNUT STREET 
TING... FORN PHILADELPHIA 3, PENNA. 
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Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


Spe 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Revolutionary Design 
Reduces Noise 54%* 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


CUSTOM 





costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


* Based on scientifically controlled tests. 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World’s Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


INVEST IN 


VICTOR 


34 YEARS OF 
QUALITY RECOGNITION 
THE WORLD OVER 


Name 

Company Name 
Address 

City 


Se PS Ee ne " 


Victor Adding Machine Co., Chicago 18, Ill., Dept. ‘OM-1052 
Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


i 
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PRODUCTS 
EXCLUSIVELY! 








Expanding business calls for top-quality performance. 
That's why more and more top business executives 
ore demanding QUEEN QUALITY 
PRODUCTS EXCLUSIVELY for every type of office 
work! 

Executives know that when work must be done On 
Time, Efficiently — and Correctly, QUEEN and only 


QUEEN QUALITY PRODUCTS will do the 
job — Consistently, Perfectly, Every time! 


For Anything that mokes a copy 
We manufacture it. 





Ll seen VISIT BOOTH 206—NATIONAL STATIONERS CONVEN- 


TION, CONRAD HILTON HOTEL, OCT. 4-8, CHICAGO, ILL. 





RIBBON & CARBON CO., Inc. 
fhe Ave., Breck) 


VISIT BOOTH 225 AT THE NATIONAL BUSINESS SHOW, 
GRAND CENTRAL PALACE, OCT. 20-25, NEW YORK. 











Manutocturers of: INKED RIBBONS, CARBON PAPERS, MASTER UNITS, CARBONIZED ROLLS, SPIRIT and HECTOGRAPH DUPLICATING CARBONS 
FACTORIES: Brooklyn, New York * Chicago, Illinols * Atlanta, Georgio 
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'; more PROFIT 
,’ this year with 


the NEW 
CuRE-RITES saoane LINE! 


This new Sure-Rite Direct 
Direct Image Plates \ Image Plate is “trouble- 
Carbon Ribbon free.” Designed to give 


3 F sharper, clearer, more eas- 
Etch & Fountain Fluid \ ily read copy, and has out- 
Blanket & Roller Fluid —— dimensional sta- 
\ ility. No “scumming up.” 
Offset Inks ° ' This easy-to-handle plate 
Fabric & Offset Ribbons yi gives you the results. you 


went on the very first copy. 
Unconditional guarantee. 


As advertised 


» 7 
in Collters 





Phone, write 

or wire today! 

Dealers — There are still a number of 
choice distributorships available to qual- 


ified dealers. Inquire now for full infor- 
mation. 


AMERICAN STENCIL MFG. COMPANY 


2714 Walnut Street © Phone AComa 2714 © Denver 5, Colorado 
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2b ulle- 


MONROE 
Adding - Calculators 


iW 


Here’s a fine chance for wide-awake dealers to 
pick up a nice profit by stocking these universally favored 


calculators. All models and capacities—entirely rebuilt by 


experts and in tip-top operating condition—are available 


in limited quantities. Rebuilt Monroe Adding-Calculators 
are in demand. Dealers who want them should write now 


for full information and prices. 


CALCULATOR EQUIPMENT CORPORATION 


Orange, New Jersey 
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pronto 


STORAGE FILES 


20 sizes to choose from. Size and price chart on request. 
LOCATE YOUR RECORDS EASILY—No more need of fussing 


and fuming. With Pronto files you can get at all records 
just as easily as in your regular active files. 

STURDY CONSTRUCTION—Prontos are built of 275-lb. test 
corrugated fibre board and reinforced with steel on the 
shell and the four corners of the drawers. 

BEAUTIFUL APPEARANCE—Pronto files are beautiful in appear- 
ance, finished in an attractive olive green. The steel drawer 
front matches your regular active office files. 

SAVE FLOOR SPACE—Constructed to interlock into solid units. 


Stack as high as the ceiling—save valuable floor space. 


Letter Size 


$3.55 


Legal Size 
$4.35 
Check Size $2-4¢ 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES. 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17, N. Y. 





Invoices, 


We make forms of any size or 


”“ 


Purchasing 0 
gif.” x 7% 
Quantity 


5,000 
10,000 


3 part 
17.90M 
12.75M 


21.95M 
15.95M 

















arrangement of parts—including 
purchase orders, sales slips, 
checks, statements, ledgers, etc. 
Any color paper: your imprint 
included in all prices. Prompt 
delivery. 








E-Z 


AND THE FAMOUS 





REDIFIXT 





W-2 WITHHOLDING 
TAX FORMS 


Form 1099 in triplicate 5 on 
strip. Same prices as 4 part W-2. 


4 Part 


Quantity lank 


11.55 


500 
1000 17.25 











DIAL TAX FINDER 


( Withholding ) $] 4 75 


SCIENTIFICALLY 
DESIGNED 


31G easy-reading figures at correct 
ingle knock out eye-strain. Eye-level 
‘eading at fixed position. 


COMPACT and 
%UGGED 


Durable Plexigias, plywood and mason- 
te, with charts all lacquered for per- 
nanency. Size only 6x 6x7 inches! 


DNE-ARM DRIVING 


Iperated capably with EITHER hand, 
vhile the other hand is making entries 
n the payroll record. 

sonvenient knob at side swiftly shifts 
lial to stated wage . . . and there's 
he CORRECT tax, for recording under 
‘Exemption Claimed."’ 


}-DIMENSIONAL DIAL 


fade of Plexigias! Visualizes deduc- 
ions of 0 to 10 of only ONE PAY 
mount at a time. No more human 
lement .. . complete accuracy ensured 
t last! 


SOLOR SIGNALS HELP 


mmediately . . . when NO DEDUC- 
1ONS, a GREEN signal flashes in 
jal showing that amount of tax to be 
ithheld becomes ZERO. 


egisters 


for use with 
CONTINUOUS FORMS 


Portable aluminum registers with 
file compartments. Lock up all- 
steel registers with lock com- 
partment, may also be had with 
cash drawer. Prices on request. 











STANDARD 


Ontinuous forms 


Highest quality. Delivery 3 to 4 weeks. 
Write for complete information. 


514” Width 
814,” Length 
12 Writing Lines 


Trip. 
50.75 
81,50 
112,25 
142,00 
173.75 
204.50 
235.25 
327.50 


4” to 4546” width 
64%” Length 
12 Writing Lines 
Dup. 
40.50 
61.00 
81.50 
102.00 
122.50 
143.00 
163.50 
225.00 


Trip. 
36.75 
58.50 
80.25 
102.00 
123.75 
145.50 
167.25 
232.50 


Quan. Dup. 


5M 29.50 
10M 44.00 
15M 58.50 
20M 73.00 
25M 87.50 
30M 102.00 
35M 116.50 
50M 160.00 
75M 232.50 341.25 327.50 481.25 

100M 305.00 450.00 430.00 635.00 


OTHER AVAILABLE STOCK FORMS 


AUTOMOTIVE > CASH & CHARGE + CLEANERS 
& DYERS + GAS & SERVICE STATION - 
LUMBER DEALERS * COAL &, OIL RECEIVING 
REPORTS * PURCHASE ORDERS * BILLS OF 
LADING 


(Write for prices) 


. f i , 
Gon solide d ed re) USINCSS Sys Jems. hus 


30 Vesey Street, 


Dept. 68 


New York 7, WN. Y. 





e This 


Revolutionize 


[Is The Combinad 


, Your Record -Keeptus 


maa 


VJ 
C 


Pevents are made to be kept—not 
just any old way, but neatly, accessibly, systematically, safely. The one 
sure method that meets this ideal is the combination of 


ACCO FASTENERS 
and ACCOBIND FOLDERS 


Acco-binding in Accobind Folders of fine 
pressboard is “the touch of perfection” 
in office filing. It rids your files of soft 
folders, scattered papers, loose and mis- 
laid sheets, It assures security, availability, 
system, proper sequence. It saves time, 
temper and money. 


Acco-binding can be used in every de- 
partment of your business-—for temporary 


or permanent filing. Simply Acco-punch 
your correspondence and other papers, 
place them over the prongs of the Acco 
Fasteners in your Accobind Folders and 
be assured that ““ACCO-bound papers are 
SAFE papers.” 


Why not settle now the vital matter of 
record-keeping in your office for all time? 
Start Acco-binding and see what it saves. 


All geod stationers have Accobind Folders and Acco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto. 
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‘TEAR UP THAT 
TALLY SHEETS” 


The accurate tabulation and segregation of important Figure Facts is vital 
for successful operation. Don’t rely on slow, old-fashioned, cumbersome and 
inaccurate methods. Do as thousands are now doing—Keep Count the 
MODERN DENOMINATOR WAY! 


Made up in machines from one to 180 units to meet specific requirements, 
the Denominator counts, tabulates and records with accuracy! ... and it’s 
compact! One unit fits comfortably in the palm of your hand. 


For detailed information, without obligation, write Dept. 5-0. 


THE Denominator Company, 


261 BROADWAY NEW YORK 7, N 


Manufacturers of Tabulating Machines for over 35 years 
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PLASTIPLATES and PLASTIPHOTER” 


She smiles...in the face of rush 
offset jobs in her own office. She 
knows that Plastiplates and Plasti- 
photer are a sure-fire, time-saving 
team when it comes to preparing 
high quality, low cost offset plates. 

You too can be confident of faster 
preparation, superior quality offset 
results with Plastiplates. Their pat- 
ented, plastic, no-grain surface 


assures you of sharper, clearer 
printwork ...of longer runs with 
greater uniformity. And you'll save 
precious time, maintain control of 
each job, because Plastiphoter 
“burns” plates quickly, on-the-spot! 

Economical too! You'll save up 
to half your present costs with 
Plastiplates and Plastiphoter — by 
Remington Rand. 


Remington Rand, Room 2425, 315 Fourth Avenue, New York 10, N. Y. 


Please send me 3 FREE Plastiplates [] Direct image [_] Photographic 


My duplicator is a 


Mode! No. 





lusea 





() Plastiphoter (DS 72) 


typewriter with a (j Fabric [] Carbon Paper Ribbon 
Please send FREE folder on (} Plastiplates (DS 62) 





Name. 


Firm 





Address. 








City. 





ELIMINATE FIGURES 


Daily Reports, 
Sales Slips, 
Labor Costs, 
Plant 
Operations, 
Expense 
Distributions, 
Production, 

_ Branch 
Office Reports, 
Orders, 

. Inventory, 
Requisitions, 


with Peg Board Forme The Peg Board Form is simple. 


It is punched to permit a number of 
forms to be assembled in overlapped formation, exposing a single like column of each 
form for easy cross addition. Figures taken from original source yields final totals. 
Eliminates copying of figures and errors in re-writing. 


ACCURATE, ECONOMICAL AND FLEXIBLE 


Let us review the possible application of Peg Forms for your business, without any 
obligation. 


@eeeeeeeaseeeeeneenenseneusy 


Specialists in business forms for pail Your 
ACCOUNTING MACHINES Forms 


To appreciate the many advantages 
and applications of Peg Board DUPLICATING MACHINES to us for our 
Methods, only an actual demonstra- INTERLEAVED CARBON FORMS quotation. 
tion can make it more apparen PEGBOARD, GENERAL Immediate 


fo you. caeiTTeeTT BUSINESS FORMS “livery. 


” a, 


20 YEARS of system printing 


ercury Printing Company 
200 HUDSON ST., NEW YORK 13, N. Y. 
WaAlker 5-5604 


See S OSs SAeSSSSSeeaeeaeeeeeoey 


Represented Only in Conn., New Jersey, New York 


—_ 
ts 
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This small folding machine 
serves every department! 


sions 


Once you have the FH, you'll be sur- 
prised to learn how much use you have for 
it. Billing wants it for invoices. Sales needs 
it for a revised price list. Advertising has 
a mailing to go out, and manufacturing 
folds inspection slips with it... 

The FH is portable, can be brought to 
the job, instead of vice versa. Takes only 
a minute to set up, so the FH is practicable 
for small lots. Any girl can learn to use it 


PITNEY-BOWES 


Folding Machines 


Made by Pitney-Bowes, Inc....originators 
of the postage meter ...93 branch offices, 


with service in 199 cities in U.S. and Canada. 
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The FH is little larger than a 
typewriter, costs but little more! 


a 


Move indicator knobs on the 
inch scale to wanted dimen- 
and fold! 


Fully automatic model FM 
folds up to 19,000 sheets an 
hour. 


after a minute’s explanation. Little larger 
than a standard typewriter, it costs but 
little more! 

Electrically driven, with semi-automatic 
feed, it makes 8 basic folds at speeds up to 
5,000 an hour. Will make two folds in one 
operation, can handle various weight pa- 
pers from 3 x 3 inches to 8% x 14. The 
FH is a great convenience and soon pays 
for itself in time and effort saved over 
hand folding. Ask the nearest PB office 
for a demonstration —or send the coupon! 


PITNEY-BowEs, INC. 
3442 Pacific St., Stamford, Conn. 
Send free booklet on Folding Machine to: 


Name 


Firm 
Address 


sence eee essay 








“Our National machines save us 


$74,000 a year’ 


“Our hundreds of thousands of install- 
ment accounts across the nation are kept 
in constant balance through our National 
‘Class 31’ accounting machines. 

“The cost of the machines was $68,000; 
our savings per year total $74,000. This 
important saving means extra value for 
Home Decorators’ customers. It means, 


National machines pay for themselves out of the 
money they save. On some jobs, they handle up 


—HOME DECORATORS, Incorporated 
Newark, N. Y. 


also, that the machines pay for them- 
selves in less than a year, bringing us an 
annual return on our machine invest- 
ment of about 108%.” 


ROL Msi 


Treasurer 


THE NATIONAL “CLASS 31” — 
TOMORROW'S ACCOUNTING 
MACHINE TODAY! 


to 2/3 of the work automatically. Have National’s 
local representative show you how much you can 
save with the National Accounting or Adding 
Machine or Sales Register that fits your needs. 


Call him today. 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 


4 
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What the sewing machine did for sewing, ... securely fastens up to 20 sheets of me- 
the BATES ELECTRIC STAPLER does for stapling. dium weight paper. Say goodbye to firing, 
A touch of the paper and the BATES ELECTRIC time-wasting manual stapling ... speed up 
makes its own rustless brass staple from a the job with a BATES ELECTRIC. Clip the coupon 
spool of wire... “shoots” it quick as a wink for full information. 


5000 shots with one loading 

Smaller than a typewriter... only 27 Ibs. 

Extremely quiet 

Rubber “‘toes” prevent damage to desks 

Tested for 4 years... hundreds in use 

110-120 AC motor drive... hair trigger switch 

Saves time and trouble ... actually pays for itself in a short time. 


THE BATES MFG. CO., 30 Vesey St., New York 7, N.Y 
Dear Sirs: | would like more information on the BATES ELECTRIC STAPLER. 


Name Position 
Company 


Address 


the Bates Manufacturing Co., Orange, N.J. + N.Y. Offices, 30 Vesey St. egnamnnans san Bann cel 


Bates Numbering Staplers Pertorators My stationer is é 
Machines List Finders Eyeleters, etc. I sivicescoictsesadhigetepsiniassinhaalsemapaieieiinabticniadapicaadaasinl ge ™ 








You are cordially invited to visit with us at the 
National Stationers’ & Office Equipment Association 
Convention, October 4-8, in Booths 34A and 35, 
Conrad Hilton Hotel, Chicago. 


Model L-45-2 $214.50 


Other units including electric models with 
Underwriters’ Approval from $167.25 
to $424.50 all plus tox, F.O.B. Chicago. 


’s the Duplicat 
Here’s the Duplicator 
; tti 

that’s setting a new 
Everybody in the industry is talking about “‘Copy-rite” 
Liquid Duplicators. Here’s why: “Copy-rite’’ duplicat- 

ing equipment is easier to sell and more profitable to 

you because of its overwhelming acceptance everywhere 

and because “‘Copy-rite’’ Duplicators are dependable, 

simple to operate and built to last, with no service prob- 


lems. “‘Rite-Copy” supplies are popular, heavy selling ‘ 
items, too, since they insure the finest duplicating work { n 4 a | r S a p p eg ; I 
“Rite-Copy”’ Supplies and ‘‘Copy-rite’’ Duplicators 
including electric models with the UL Seal of Approval 
have the “‘sales-appeal’’ you need in today’s market 


Write for complete details today! 
} 


WOLBER DUPLICATOR & SUPPLY CO. 


1203 Cortland Street, Dept.O, Chicago 14, Illinois 
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° ’ * ad oe; . 
America's de luxe metal ®hair line now gives you « 


more to sell with these outstqnding new numbers. 
They live up to MILWAUKEE'S*feputation for creating 
that “selling look,” and, of gourse, fley embagy 
all: of MILWAUKEE'S superior comfort and construction . 

‘ 
features. Your metal chair sales will show a 
definite boost when you stock 

and display these all-new, 


user-appealing numbers... 


The complete MILWAUKEE 
METAL-LUX line is a solid 
selling success. If you haven't yet 
shared in METAL-LUX profits, 
get the full details today. 


Write for complete descriptive literature © 


MILWAUKEE METAL FURNITURE COMPANY 
120 S. La Salle Street, Chicago 3, Iilinois 
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No more digging through the files for me... | keep 
NOW. aul | have photos and clippings handy in my Victor Ideal Scrap- 
book .. . and indexed with Mak-Ur-Own Index Tabs, 


clippings and they can be referred to in a jiffy 


THE NEW VICTOR IDEAL SCRAPBOOK can be a help 
in your office, too. Full range of sizes fits every need. 


photos at my High-quality paper takes ink perfectly. No-bulge 


construction allows for greater capacity; refills are 


Fingertips / always available at your stationer. 
© 


FAMOUS MAK-UR-OWN TABS come in 6-inch strips 
that can be cut to fit any index, in three extensions 
for 1, 2 or 3 lines of indexing and in seven distinc- 
tive colors. Ask your dealer about these two prod- 
ucts . . . put them to work in your office today 


THE NEW VICTOR IDEAL SCRAPBOOK 
AND VICTOR MAK-UR-OWN INDEX TABS 





| THE VICTOR SAFE AND EQUIPMENT CO., INC. 


wry ~=—s North Tonawanda New York 
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CUT THE COST OF PAPERWORK 


and get more done—by making 


DIRECT COPIES WITH OZALID! 


The amazing Desk-Top OZAMATIC makes low-cost, 


The entirely self-contained 
OZAMATIC brings you a low-cost 
high-speed method of making clear 
copies of anything typed, written, 
printed or drawn on ordinary trans- 
lucent paper! 

You get your first copy in seconds 
—clean and dry —or 1,000 letter-size 
copies per hour, at 114¢ each! 

The OZAMATIC makes low-cost 
high-quality copies up to 16 inches 
wide, any length. Opaque originals 
require a simple intermediate step. 
Larger Ozalid machines make wider 
copies, and have greater capacity. 

Write for details, or look for Ozalid 
under the Duplicating Equipment and 
Supplies listing in your phone book. 


CUT COPYING COSTS... USE 


OZALID. 


Johnson City, N. Y. A Division of General Aniline & Film Corp. “From Research to Reality” 
Ozalid in Canada — Hughes Owens Co., Ltd., Montreal 
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high-quality direct copies 
of letters, reports, invoices 
and records! 


NO RETYPING! NO PROOFREADING! 
NO COSTLY “HUMAN ERRORS”! 











OZALID CUTS Costs AND SPEEDS up 
WORK IN COUNTLESS ACCOUNTING 
OPERATIONS! 


: eating Company uses one clerk 
or three hours to Prepare bills that took 


aan : 
a — 28 hours before installing 


An Insurance Company saves 58% b 
submitting Ozalid copies of enduntens 
workmen's compensation reports to 47 
State insurance departments! 


A Container Manufactur 


accounting records in ] 
Ozalid! 


. Hospital uses Ozalid to make new pa 
— records immediately available to 
Puonist and insurance companies! 


A Department Store earns Special ‘‘antici- 


Pation” discounts b i i 
Y using Ozalid to 
bills the same day merchandise js cmaat 


rer now prepares 
/6 the time with 











| The newest and best in everything for the modern office 


TRY, TEST AND COMPARE AT THIS INTERNATIONALLY 
FAMOUS EXPOSITION IN THE WORLD'S CAPITAL @ 
% OF BUSINESS AND FINANCE. 


OR 


THE 1952 NATIONAL BUSINESS SHOW 


GRAND CENTRAL PALACE - NEW YORK CITY - OCTOBER 20-25 


WEEKDAYS 1-10 P.M....... SATURDAY 1-6 P.M. 


RUDOLPH LANG... Managing Director 
33 West 42nd Street, New York 36, N. Y. 
PEnnsylvania 6-6760 
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NEW! THE BIG THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases 


Ist: 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rolimark on any machine. Copies will not rub, easy erasure, makes” 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an |.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-lb. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. 


MAIL TODAY Please send Free, without any obligation, samples as above to: 
PLEASE | 


Street___ id Re aes re leaded 


THANKS City isvituliponcnaanaiasnsniisedaincitaipeitaiinniisinniiamnee 





Signed___ ae ee 
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Wolds Finest Duplicator 
LIBERATOR MODEL 200 
$4164.50». con 


FRONT PAPER STOPS 


Guarantees Hairline Registration 


AUTOMATIC ROLLER RELEASE 


Prevents Inking of Impression Roller 


OPEN CYLINDER AUTOMATIC DUAL 
BRUSH INKING 


Assures Even Distribution of Ink 


EASY TO OPERATE 


Minimum Number of Adjustments 


the ideal duplicator for system forms etc., as 
SPEED-O-PRINT CABINET $57.50 he: 
reproductions are always in the same position on 
ideal bese for your duplicator of heavy gouge steel that every copy. Half ream feed table capacity. Ac- 
is dust ond vermin proof. Two 12 inch pull out leaves to . soi 
eccommodote machine ond poper Adequate storage space commodates stock from 3 x 5 to 9 x 14 inches. 
for stencils, inks and other duplicating and office supplies Modern Design, Sturdy, Precision Construction. 
Available in Futuramic Grey or Ebony Black finishes Quickly reproduces anything that can be typed, 
drawn, traced or photographed on a stencil 
Available in Futuramic Grey or Ebony Black 
finish with trim in Chrome 


A WIDE RANGE OF DUPLICATORS 


TO MEET ALL REQUIREMENTS CLOSED CYLINDER AUTOMATIC DUAL BRUSH 
INKING at $20 Extra 





Other SPEED-O-PRINT Dupéccators 


LIBERATOR ‘Wodel 50 $295¢ 
'Wodel L-P $5950 SPEED‘O-PRINT 


** 4g ( a 
UModel 'L'' $6950 corporation 


LIBERATOR : 100 $10950 1801 W. LARCHMONT AVE. * CHICAGO 13, ILL. ie 


Pius Excise 


“POSTCARD TO 6 x 92 SIZE **POSTCARD TO LEGAL SIZE 


Wattle FOR OUR DEALERS CATALOG 
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for increased sales— 
greater profits 
join the 1,400 dealers 
who sell 


vuL-cor /*-..—— 


rectangular 
No. 5A 


BASKETS 


Over 1,400 dealers find it profitable to sell Vul-Cots... 
and it's readily understandable when you know their 


many exceptional and desirable features: 


made of hard vulcanized fibre 
last longer, practically indestructible 


new bonded seam construction, improves 
looks and strength 


colors do not chip off, rims do not break 
will not splinter, dent, rust or corrode 
lightweight, easy to handle and clean 





guaranteed for five years 


Round straight 

Two sizes, New 

Nos. 9 and 10 square top 
No. 2A 


ae 


More than 1,400 dealers are selling Vul-Cots. It's the 
profitable line to handle. If you attend the N.S.O.E.A. 
Convention be sure to see the Vul-Cots at Booth 56. If 
you can't go to the Convention, write for the Vul-Cot story. 


NATIONAL VULCANIZED FIBRE CO. 
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PROTECT YOUR OFFICE MACHINES — 
WITH THE WORLD'S FINEST STANDS 


precision-built 


to last a 


lifetime 


Everything about Tiffany Stands suggests quality. Sturdy, 
heavy steel design; many exclusive features; attractive, baked- 


enamel finish. 


Silent operation means less operator 
fatigue ... increased efficiency. 
Non-slip protective heavy iron 
castings assure stronger, safer 
performance. Rigid construc- 
tion guarantees longer life 

at lowest annual cost. 


First choice of office workers 


and management everywhere... 


Practically impossible to turn 
over; sturdiness gives o firm 
foundation for every type of 

office machine. Feet adjust for 
uneven floors...high or low 
drop leaf on either side saves 
important space. WRITE FOR 
LITERATURE. 





On Sale at Better Dealers 
Everywhere. 


(Avoilobie with extra drop leof on : TAND CO. 
- pouaead POPLAR BLUFF, MO. 
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Smead; 
TELL-I-VISION 


REG. VU. $. PAT. Ore. 


SYSTEM files 5 ways 


JANUARY OFFICE SUPPLY 


Reads like a book, from left to right. 
Grows as needed. 











\ 


e 


(ae a 
™ 


two outstandin 


that mean MORE PROFITS to you 
Hlean Ulrite SUPER stencils 


A new development that sets a new standard for sharpness 

of write . . . that produces mimeographing that compares favorably to 
offset printing . . . and that will enable you to get the bulk of 

the quality stencil business in your territory. 


(9) Alean Write NYLON ribbons 


AY 


At last a Nylon typewriter ribbon with super 


absorbency . . . that combines the best in silk and 


cotton ribbons . . . that writes sharper and 
wears longer than any other material. . . and 
that will bring you new accounts because 
they will sell themselves. 
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FRANKEL 
MANUFACTURING CO. 


46 Years of Manufacturing Know - Hou 


285 Rio Grande Bivd. 
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Steelni ier 
\23.ables! 
VIZ-ABLE CARD 
FILING FACILITIES <agh 
A OTE. é 
Lanier? Of a 

BUILD-UP 

AS-YOU-G0-ALONG 

. . and watch it grow! 


Perfectly edeptable 
fer oll systems of 
signals, Pick your own. 


Uniform visibility of 
pockets—full .0025 
visibility. Pockets die 
cut fos 3x5, 4x6, 5x8 





Smart plestic hard- 
ware — double card 
holders for fuller in- 
dexing . . . organizing. 


Easy pertebdility— 
workability and access 


te drawers—s 


asco international, Itd. 170 west 233 st., new york 63,n. y. 
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DEALERS! 


Since the Gay Nineties there have 
been only two kinds of card index 
addressing machines. 

One uses metal address plates and 
-he other uses the famous, fiber 
typewriter-stencilable Elliott address 
cards which are filed 125 to each fil- 
ing tray. These trays slide into the 
hoppers of the Elliott addressing 
machine. 

The Elliott Addressing Machine 
Company has recently allowed dealers 
to sell the Elliott Addresserette . . . 
the lowest price, tray loaded, card 
index addressing machine in the 
world. 

Dealers have already sold approx- 
imately 50,000 Addresserettes. For 
these same dealers, Elliott has now 
put into production this rotary hand 
crank addressing machine which 
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feeds the same size Elliott address 
cards and at least triples the speed of 
the Elliott addresserette. 

Any standard typewriter will sten- 
cil Elliott Address cards as fast as it 
could type names and addresses on 
envelopes, and each Elliott address 
card is guaranteed to print 10,000 
addresses. (They have, in an official 
Government test, printed 200,000 
addresses ). 

Elliott addressing machines sell on 
first demonstration to users of the 
non-card-index type. 

Please send credit references with 
your first letter to 


e ADDRESSING 
MACHINE CO. 


199-E Albany Street, Cambridge 39, Mass. 


59 

















The Olivetti fully automatic 
Printing Calculator provides for 
your permanent reference 

a complete tape record of all 
calculations and results, ineluding 
credit balance. Actually an adding 
and a calculating machine 
combined, its simplified operation 
requires no special training. 

A demonstration under your own 
conditions may be arranged 
through any of the sales and 
service offices in over 300 cities 
throughout the United States. 
Olivetti Corporation of America, 
5S8O Fifth Avenue, New York 36. 


olivetti 
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Take the Road to 
LOWER PRINTING COSTS 


Thousands of the nation’s 
leading business and in- 
dustrial firms have cut 
printing costs from 25% to 
75% through the use of 
Vari-Typer. 


For books, booklets, 
sales forms, catalogs, 
house organs, promotion 
and direct mail material- 
in fact, any kind of print- 
ing job, large or small- 
Vari-Typer will pro- 


duce composition compar- 


able to printer’s typog- 
raphy at its best. Vari- 
Typer has hundreds of 
instantly changeable type taces Vari-Typer and your own typist 
.. indifferent sizes, with italics. will do the job speedily, profes- 
For photo-offset, litho plate, sionally and at a BIG saving. 
mimeo stencil or other processes, Write for free booklet today. 





RALPH C. COXHEAD CORPORATION 

720 FRELINGHUYSEN AVE., NEWARK 5, N.J. 
Please send me Vari-Typer Booklet 108 

Body copy produced on yp 
DSJ Model. Headlines NAME .eeeees 
photo- composed on the COMPANY... 
Headliner. 


ADDRESS weveesevees 





CUT Veeecveseveees ZONE see ee STATE.. 
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Lightning OFFERS YOU 6 DIFFERENT 


AUTOMATIC MAIL OPENERS 


FOR EVERY TYPE OF BUSINESS 


Tell us the volume and type of your incom- 
ing mail. We will recommend the Lightning 
automatic mail opener that will precisely fit 
your particular needs—based on our 

40 years experience making letter 
openers to meet all the needs of every 

type of business, 


Model A-9 is motor- 


operated. It opens 500 rr 

letters a minute, in- 

cluding mail up to a 

half-inch in thickness 

Price $250 including Model H-2 is hand-operated. It opens 75 
tax letters a minute. Price $65 including tax. 


See the latest Lightning Machines at the 
National Business Show, Grand Central 
Palace, New York, October 20-25. 


Lightning MAIL SEALER 


Model K is hand-operated. It auto- 
matically seals 100 standard-size envel- 
opes a minute. Price $120 including 
tax. Also available in a motor-driven 
model that seals 200 envelopes a min- 
ute, at $175 including tax. 


THE BIRCHER CO., INC. 


Makers of Letter Openers for Over 40 Years 
Sales and Service 192 MILL STREET 


Representative 
In Principal Cities Rochester 14, N. Y. 


MORE LIGHTNING LETTER OPENERS ARE NOW IN USE THAN ALL OTHER MAKES COMBINED 
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“You fellows 
run along— 
I have 
payroll 
checks 

to sign” 


How often have you had to turn down a game of golf because 
there were checks and checks and more checks to be signed? 

No need to tell you that signing checks by hand is not the 
kind of exercise that keeps you in the pink. It’s drudgery and it’s 
dangerous. 

When your signature is machine-controlled by Todd, you 
can go away—on business or pleasure at any time—and know 
that bills will be paid, discounts taken, payrolls met on schedule 
and with complete control. 

The Todd Controlled Signature Machine is safe. Two locks 
plus recording meter assure positive count control over check 
issuance. Insurance guarantees you against loss from duplication 
of signature. 

Get all the facts about the Todd Protectograph Signer. Mail 
the coupon below. Do it NOW. 


THE TODD COMPANY, Inc., Dept. O 
Rochester 3, N. Y. 


Without cost or obligation, please send me the 
facts about Todd Protectograph Check Signers. 


COMPANY, INC. t= 
Todd Address 


ROCHESTER & NEW YORK 
SALES OFFICES IN PRINCIPAL CITIES 


DISTRIBUTORS THROUGHOUT THE WORLD By 





City Zone 


oe a ee ee a ee ee ee ee 4% 
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news room PANAGRA asour COLITHO 


“Colitho #75 Printing Masters 
have turned out the finest quality 
printing.” 


‘*__ printing costs have been held 
to a minimum—” 


“Results in terms of efficiency, 
economy and quality have been 
so good that we feel justified in 
praising the Colitho $75 
Printing Masters.” 


People in all kinds of businesses enjoy 
the happy experiences which Mr. O. Z. 
Johnson, Maintenance Superintendent 
for Pan American-Grace Airways. de- 
scribes in his unsolicited letter. They 
know because their offset duplicating 
too, is on the high quality level attain- 
able with Colitho Plates and Colitho 
Offset Duplicating Supplies. 

It’s you who have not yet tried Colitho 
who still have a pleasant surprise com- 
ing—and believe Mr. Johnson, if not 
us—you will be surprised 
at the clean, neat work 
and the volume of it you'll 
get from Colitho Plates. 

Colitho Plates were de- 
signed universally for all 
duplicators. They must 
stand on their own merits 
and stand they do! 

Colitho Plates are easy 


to prepare—write, type. 


64 


and hoW quick! They 
require no pre-treatments—no aging 
and no pampering. You handle Colitho 
Plates like an ordinary sheet of paper, 
yet the work comes out free of smudges 
and fingermarks. You can even fold 
and mail them! Long runs, re-runs and 
long life are Colitho characteristics 
which result in real economy. 

So, find out why Mr. Johnson is so 
enthusiastic. Write us for samples and 
the complete Colitho story. (We'll tell 
you also how the Colitho “One-Write” 

= idea cuts costs in business sys- 
As jp tems paper work.) 

eA 
COLUMBIA RIBBON & CARBON MEG. 
1010 Herb Hill Road, Glen Cove, L. I., 


print, or draw 


Inc. 


York 


oD. 
New 


Oo 


OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator. 
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NE 
Books 


THE PUNCHED CARD, 1952-53, edited by D. A. 
Talucci. Punched Card Publishing Co., Detroit, 
pp. 200, $6. 

The first issue of what is to be an 
annual publication devoted exclusively 
to tabulating machines, their work and 
their operating personnel. It contains 
illustrated articles by more than 40 au- 
thorities on a wide variety of punched 
card applications. In addition, there are 
sections On accessory equipment and 
tabulating forms. <A brief, illustrated 
history of the tabulating machine is also 
included. The entire book is copiously 
illustrated with installation photos, re 
productions of aetual forms, flow charts 
and diagrams. Originally planned as a 
monthly publication, it was decided to 
combine the 12 issues into an annual 
after a survey of punched ecard users in 
dicated this to be their choice. Thus the 
book becomes a text on its subject which 
should prove of interest and value to 
everyone whose work includes the man 
agement or supervision of a tabulating 
machine installation. The book may be 
examined for five davs on free trial. 


THE BUSINESS LETTER by Carl 4. Naether. Wim. 
C. Brown Co., Dubuque, lowa, pp. 750, $5. 


The third edition of this extensive 
work on the principles and problems of 
business correspondence. Designed as 
an intensive one or two semester college 
course text, it should also meet the re- 
quirements of persons in business who 
wish to improve their letter writing. It 
is not slanted to the secretary or typist 
but to those whose job is composing let- 
ters for every business purpose. Actual 
letters from all types of businesses are 
used as illustrations. 
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SECOND 
PRINTING! 


$5.50 


Postpaid* 


125 Large 8'/." x II" Pages 
22 Full Page Illustrations 
21 “Live” Exhibits 


*When check accompanies order. 





By the Same Author 
THE TECHNIQUE OF SYSTEMS 
AND PROCEDURES 
345 Pages 7" x 9" 
85 Illustrations $1 5.00 


Five Day Examination Offer 





OFFICE RESEARCH INSTITUTE 
P. O. Box 1303, Miami 43, Fla. 














| Weve made it simple... 


fo cut your accounting costs 


Surprising, isn’t it, that a machine can do 
a complete accounting job from such a 
simple keyboard as this? Makes it easy to 
change over from your present manual 
or machine method and immediately 
start saving on clerical expense. 

No special training. No premium sal- 
aries. Your present employees can master 
it quickly. Any competent typist starts 
producing—by touch method and at high 
speed — within the first half hour. 

Another big economy is that this same 
Remington Rand machine can do all 
your accounting — receivables, payables, 


Free folder (AB-423) shows you how to get 
the most per accounting machine dollar. 
Phone us locally or write to Management 
Controls Library, Room 1411, 315 Fourth 
Ave., New York 10. 


payroll, cost distribution, sales analysis, 
general ledgers, and others — switching 
readily from job to job as your work 
requires. 

If you want to avoid disrupting your 
office routines, here is the machine for 
you. It produces the records—your way— 
from the very first day. Ask for demon- 
stration of fast, money-saving machine 
methods at the nearest Remington Rand 
Business Equipment Center. 


100% Electric —just a flick of the 
finger for any printing action or car- 
riage movement. 





NATIONAL 


S 


BUSINESS 
SHOW IN 
NEW YORK 


UUTOBER 20-25 


fF HIS year’s National Business Show 

promises to open its doors with a 

record-breaking number of exhibi- 
tors. They will include makers of office 
equipment from all parts of the country 
and such foreign countries as Sweden, 
Italy, Denmark, and England are send- 
ing their best products. More new prod- 
ucts than ever before will be on display 
for the first time at Grand Central 
Palace, New York, from Oct. 20 to 25 
inclusive. 

“This year’s National Business Show 
is easily a million-dollar exposition,” 
declared Rudolph Lang, managing direc- 
tor. “The new products to be introduced 
represent an enormous investment in 
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research and inventive production on the 
part of the office machine and equipment 
industry. The products, services and 
management techniques shown at the 
Palace are valued at well over a million 
dollars. Their proper application and 
use will return many-fold the amount 
of the investment by American busi- 
nesses which take advantage of the 
latest developments to increase the 
productivity of their offices. 

“The nation’s industrial production is 
completely dependent on the ‘machine 
tools of management’,” said Mr. Lang. 
“It is in the office that every effort to 
produce our real wealth receives its 
initial push. Thus the manufacturers of 


67 








office machines and equipment are aware 
that their industry is truly ‘the industry 


behind the operations of all industry’, 


Professional associations in _— office 
management have been traditionally 
interested in the National Business 
Show. They have requested and received 
invitations for distribution to 
Some will hold conven- 
other meetings dur- 


special 
their members. 
tions, seminars or 


ing the week of the show. The Systems 
& Procedures Association of America 
who will hold its national convention 
Oct. 20-22 at the Hotel Roosevelt. 
Cooperating associations will inelude 
American Management Assn., Control- 
lers Institute, Direet Mail Advertising 
Assn., Mail Advertising Service Assn., 
National Assn. of Cost Accountants, 
National Assn. of Purchasing Agents, 





Acme Visible Records, Inc. 

Addo Machine Co, 

Aigner Index Co 

Alden Products Co 

Allen Communications, Inc. 
American Automatic Typewriter Co. 
American Dictating Machine Co 
American Photocopy Ecvipment Co. 
American Tape Printer Co. 

H. C. Anderson Mimeograph Corp. 
Atlas Stencil Files Corp. 
Audograph Sales Co 

Bainbridge, Kimpton & Haupt, Inc. 
Bankers Box Co 

Bates Manufacturing Co. 

Beck Duplicator Co. Div. of Autocopy, Inc. 
Billen Engineering Co. 

Bircher Co 

Charles Bruning Co. 

Business Laboratories, Inc 
Cincinnati Time Recorder Co 
Cortina Academy 

Crescent Industries 

Crosson Co 

Ralph C. Coxhead Corp. 

Cummins Chicago Corp 
Denominator Co. 

Diebold, Inc. 

Ditto, Inc. 

Dudiey Office Equipment Co. 
Thomas A. Edison, Inc. 

Elliott Addressing Machine Co. 
Encyclopedia Britannica, Inc 
Eurasian Commerce, Inc 
Executone, Inc. 

Facit, Inc. 

Ferris Business Eouipment, Inc. 
Fidelatone Co 

Friden Calculating Machine Co 
J. R. Geller Co 

General Binding Corp 

General Photo Products Co 
Globe-Wernicke Co 

Graphic Microfilm Corp. 

Graphic Systems 

McGraw Hill Book Co 

Hamilton Manufacturing Corp. 
Philip Hano Co. 

Elof Hansson, Inc. 

Harris Seybold Co. 

Hectographia Corp. 

Henko Supply Co. 

Hush-A-Phone Corp. 

Hygienic Phone Service, Inc. 
Institutions Magazine 

Iron Mountain Atomic Storage Corp. 
Itkin Bros. 

Korda Industries 





Exhibitors at the National Business Show 


Lanston-Monotype Machine Co. 
LeFebure Corp. 

Linguaphone Institute 
Magne-Crest Corp. 

Magne-Dex Sales of New York 
Magnetic Merchandising, Inc 
Magnetic Recording Industries 
Management Magazines, Inc 
Manhattan Storage & Werehouse Co. 
Harold Mannheimer Organization 
Marchant Calculating Machine Co. 
Marr Duplicator Co. 

Marsh Stencil Machine Co. 
Master Addresser Co. 

Mayhal Photocopy Corp. 

i e meh Mendes Corp. 

Michael Lith Co. 

Minnesota Mining & Manufacturing Co. 
Monroe Calculating Machine Co 
Mosler Safe Co 

New York Telephone Co. 

Odhner Sales, Inc. 

Office Appliances 

THE OFFICE Magazine 

Office Management & Equipment 
Olivetti Corp. of America 

Ozalid Div., General Aniline & Film Corp. 
Payroll Tax Service 

Permoflux Corp. 

Pres-To-Line Corp. of America 
Queen Ribbon & Carbon Co. 
Rand McNally Co. 

Remington Rand Inc. 

Rex-Rotary Distributing Corp 
Rex-O-Graph, Inc. 

Rite-Line Copyholder Div. 
Robotyper Corp. 

Royal Typewriter Co. 

Safeguard Corp. 
Schedule-A-Date Calendar Co 
Simplex Metal Products, Inc 
Simplex Time Recorder Co. 
Soundscriber Corp. 

Staplex Co 

Stationers Supply Corp. 
Statistical Tabulating Co 

Sunroc Co. 

Swift Business Machines Corp. 
Synchromatic Productions 
Thomas Mechanical Collator Corp. 
Tiffany Stand Co. 

Times Facsimile Corp. 
ViSlrecord, Inc. 

Wassell Organization 

Weber Addressing Machine Co. 
Webster-Chicago Corp. 

Zephyr American Corp. 
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The greatest numbers of persons interested in office management and office work are always 
attracted to the National Business Show in New York's Grand Central Palace. 


National Office Furniture Assu., Na 
tional Office Management Assn.,  Na- 
tional Secretaries Assn., New York 
Personnel Management Assu., Personne! 
Club of New York, Records Manage 
ment <Assn., Sales Executives Club, 
Society for Advancement of Manage- 
ment, and Transcription Supervisors 
Assn. 

About 100,000 of the nation’s leading 
executives and industrial leaders are 
expected to visit the week long eX posi- 
tion. They will represent a high level 
of policy-making, buying power and 
influence among users of office machines 
and equipment. Government and defense 
officials will be present to see the latest 
products available for speeding produe- 
tion and conserving manpower. In fact, 
the U. S. Department of Commerce and 
the State Department have already re- 
quested and received invitations. Ex- 
ecutives from Europe, South America, 
Canada and Australia will be among 
the visitors. 
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Space will be provided for a motion 
picture theatre where exhibitors’ films 
will be shown to demonstrate techniques, 
training, and proper application and 
use of products on display. Showings 
will be at stated intervals each day 
throughout the that those 
attending the show will be able to see 
how the newest techniques can con 
tribute to furthering the efficiency of 
their own. oftices. 

This will be the 44th National Busi 
ness Show and the third operated by 
the Office Executives 
New York, as a service to its members 


week so 


Association oft 


and the office machine and equipment 
industry. 
gether at one time and in one place all 
those interested in the improvement of 


Its purpose is to bring to- 


scientific management in the office. Its 
appeal has grown each year and it now 
reaches not only the business public 
but educators, and manufacturers of all 
products necessary to maintain and 
operate the modern business office. 





A Clerical Cost Control Plan 
That Increases Production 


JAMES W. QUIGG 
Manager of Supervisory Training, Air Reduction Co., New York. 


LARGE company suddenly became 
clerical-cost conscious and, on ad- 
vice of some newly employed staff 
“experts” (not outside consultants) de- 
cided to mechanize the manual opera- 
tions of a large department which con- 
trolled a movable equipment inventory 
for several hundred locations in the U.S. 
and abroad. The “experts” proved on 
paper that their plan would halve the 
operation’s cost and, even though it 
meant releasing about fifty skilled 
workers who could not be absorbed else- 
where in the organization, the company 
was looking for a 50% reduction in unit 
cost of clerical output. 
Two years later and a half-million 
dollars poorer, the company threw out 
the “experts” and reverted to a modified 


manual procedure developed by its own 
experienced personnel whose advice and 
recommendations had been previously 


ignored. So, if you are contemplating 
extensive procedure changes, don’t sell 
your own people short because a pro- 
cedure change accomplishes nothing un- 
less it reduces the unit cost of pro- 
duction. 

The adoption of the modified pro- 
cedure developed by company personnel 
in the example given is of particular 
interest to me because it fits perfectly 
into the top management philosophy of 
my company. That philosophy is the 
expressed belief that Air Reduction Co. 
is only as strong as the sum total of 
the developed potential of every em- 
ployee. Since every employee in our 
organization has a practical awareness 
of this philosophy, three years ago we 
inaugurated a management development 
program to train all supervisory person- 
nel in the broad basic fundamentals of 
management. Emphasis is placed on 
supervising the individual employee to 


the end that he will want to do the best 
work that he is capable of doing. 

Supervisors also receive specialized 
training in specific departmental activi- ] 
ties involving production, sales, office | 
administration, ete. All supervisory per- 
sonnel participate in our management 
development program, in line with com- 
pany policy that supervisors are part 
of management and are expected to ex- 
ercise their authority and responsibilities 
as members of the management team. 

I will divide our management develop- 
ment program into two parts: (1) the 
area of broad basic fundamentals; (2) 
the area of specialized training. Work 
in the first area began with top man- 
agement. The first management develop- 
ment group included the chairman of 
the board, president and all other senior 
officers. Group meetings are conducted 
on a conference basis and limited to 
approximately 12 members to facilitate 
discussion by all. Each group meets 
once a week for 18 weeks. Each meet- 
ing is scheduled to last approximately 
two hours. The program is confined to 
four general areas: economics, manage- 
ment principles, problem analysis and 
solution, and human relations. 

Economics is by far the most con- 
troversial. It is neither advisable nor 
feasible to attempt any exploration of 
divergent theories. Therefore, we cut 
through the welter of opinion and con- 
centrate on a few elementary economic 
facts related to our own jobs. 

We establish the economie fact that 
our customer is our boss. Without his 
order we have no business and no job. 
The customer’s verdict of the relative 
value to him of our products or service, 
compared with similar products or serv- 
ice offered by our competitors, sets our 
product’s standard of quality and price. 
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We examine actual situations within 
our organization, relate each of them 
to the ecustomer’s reaction and develop 
acceptance of another economic fact: 
every employee in the company has an 
important part to play in the control 
of the quality and cost of our produc- 
tion and the prime responsibility for 
this control rests squarely on each mem- 
ber of management. 

A typical situation thus discussed was 
that of the payroll clerk who tran- 
scribed a gas cylinder handler’s time 
eard total of $172 to the payroll sheet as 
$127. By the time the deductions for 
income tax, group insurance, ete., were 
made, there was little resemblance be- 
tween the amount of the man’s pay- 
check and the amount he should have 
received. The man knew how much his 
check should be and he was upset. He 
went to his boss who told him _ he’d 
probably figured his time wrong, that 
the payroll department didn’t make such 
mistakes. The man became increasingly 
disturbed. Loading a truck, he bruised 
a finger, not seriously but enough to 
hamper his work. He got the truck 
loaded and took time out to refigure 
his pay. 

When he completed his computations, 
he went back to his boss with them. His 
boss looked at the figures and called 
the payroll department who checked the 
records and found the error. They would 
make up an additional check at once so 
the man would have it before he left for 
the dav. Our man relaxed, thanked his 
hoss and went back to work. 

In the meantime, the truck this han- 
dler had loaded was on its way. At one 
stop the customer was impatient for 
50 ft. of hose and 10 eylinders of gas 
he had ordered that morning by phone. 
The driver unloaded the gas; but the 
hose was not on the truck. The loading 
papers indicated it should have been on 
the truck, but it wasn’t! Our handler, 
disturbed over the shortage in his pay- 
check and the lack of interest by his 
boss in the shortage, had left the hose 
on the loading dock at the plant. 
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Two important questions arise: (1) 
What caused the payroll clerk to make 
the error? (2) Why didn’t the cylinder 
handler’s boss look into the matter when 
he was first told of the shortage? We 
found the payroll clerk was upset and 
worried. A sizable volume of her work 
had been transferred to another clerk 
and she interpreted the change to mean 
her work was being distributed among 
others so that she could be released. 
Actually her work was transferred to 
enable her to assume a more important 
type of work as soon as certain pro- 
cedure changes had been effected. Un- 
fortunately, her supervisor didn’t think 
to tell her of the new work he had in 
mind for her. Consequently, we almost 
lost a customer and we almost lost a 
good payroll clerk for she had made up 
her mind to quit before she was fired. 

Our evlinder handler’s boss had been 
busy and didn’t think the man’s com- 
plaint was important. He felt, if a mis- 
take in pay had been made, the payroll 
department would eventually find the 
error and correct it. Neither supervisor 
gave consideration to the effect of his 
action on his employee! Both the eost 
and the quality of our service to the 
customer were adversely affected. 

In the next area we relate the prin- 
ciples of effective management to the 
sphere of each supervisor’s responsi- 
hilitv. The functional purposes of line, 
staff, service and control activities are 
examined in detail with emphasis on 
their funetional relationships and on 
the value that can aeerue to the individ- 
ual and the organization if these im- 
portant auxiliaries are utilized. The 
vertical lines of authority and the hori- 
zontal lines of cooperation are examined 
in detail and the use of each is defi- 
nitized in relation to the other. 

The subject of company policies is 
examined to develop an understanding 
of what policies are, why they are neces- 
sary, what and who makes them 
Through development of group answers 
to these questions, plus analysis of anv 
policy that seems to be unwieldy of ad- 
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AIR REDUCTION COMPANY, INC, - MANAGEMENT DEVELOPMENT PROGRAM 
TIME JOURNAL 
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2. Name Jane Brown 3. Position Pile Clerk 
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a 
M Ho Pa 3 S S 
Man Hours id for in Month 157.50 - s. Summary of Special Assignments 
1 7 Charge ‘See” Above) 67.50 Sub-No Man-Hours 
Lota : 
lus: Total Time Purchased 
Net Total Actual Man-Hours 


Note: 90 hours to be charged to 
Billing Section. 


TIME JOURNAL INSTRUCTIONS Insert for each relevant date the man-hours 
juan because of sickness. 
Items | thru 19 to be performed by the employee) 5. Insert for each relevant date the man-hours 
Items 20 thru 25 and A thru D to be performed absent on vacation. 
by the District Office Manager or assistant) 6. Insert for each relevant date the man-hours 
|. Insert month and year. gg od because of a holiday. 
2. Insert name of employee Insert for each relevant date the man- -hours 
3. Insert name of position. a suthorized absence other than holidays. This 


fo THe Orrice—October, 1952 





includes early closing. of the offices, absence with 
permission granted by the District Office Manager, 
etc. 

8. Insert for each relevant date the man-hours de- 
voted to trainee and/or trainer time, subject to 
the conditions set forth. (elsewhere—Ed.). 

9. Insert for each relevant date the man-hours 
(probably fractional in most cases) lost due to 
lateness. 

10.-14. Insert in column heading the name of each 
position or section to which time has been sold. 
Insert for each relevant date the man-hours sold 
to the positions or sections involved. 

15. Summarize daily the man-hours entries for items 
4 thru 14 and insert total. 

16. Insert for each relevant date the 
devoted to Airco Association activities. 
17. Insert for each relevant date the man-hours 
devoted to Special Assignments. Note: It is sug- 
gested that a series of sub-numbers be established 
by the District Office Manager to identify the 
various Special Assignments for ease in summariz- 
ing. See also instruction #18. 

18. Enter any comments which may be of value to 
the District Office Manager, such as brief descrip- 
tions of operations performed when time was sold 
or devoted to Special Assignments. Insert sub- 
number opposite Special Assignments. 

19. Add the man-hours shown in item 4 thru 17 
and enter totals for the respective columns on the 
"Total" line. 

Note: Sum of items 4 thru 14 should agree with 
item 15 total. 

20. Insert the total 
month. 

Note: This figure is obtained by multiplying the 
number of work-days (including holidays) in the 
month by the number of man-hours worked per 
day. In case of a fractional clerk, the fraction 
should be applied to the total obtained herein 
and the resultant figure inserted. 

21. Insert total of the item 15 column. 

22. Subtract item 21 from item 20 and 
balance. 

23. Insert the total man-hours of time purchased by 
the employee for the month. 

Note: Total is obtained from monthly Time Journal 
recapitulation. 

24. Add item 22 and item 23 and insert total. 
Note: Item 24 totals are summarized on Time 
Journal recapitulation. See item C below. 

25. Summarize the Special Assignment column 
(item 17) by sub-numbers and insert the sub-num- 
bers and respective man-hours. Add the man- 
hours and insert totals. Note: The sub-number 


man-hours 


man-hours paid for in the 


insert 


Additional forms mentioned above 


totals are summarized on the recapitulation by 
sections and by sub-numbers. See item D below. 
This supplies the detailed information to be en- 
tered by the District Office Manager with the 
explanation of Special Assignments on the Monthly 
Budget of Clerical Man-Hours. 


A. On a recapitulation (worksheet) of Time Jour- 
nals summarize the totals of items 4 thru 14 on all 
Time Journals for the month. 

Note: The resultant grand totals of items 4 thru 9 
are entered under item G on the Budget Perform- 
ance Report opposite the respective captions. The 
grand totals of items 10 thru 14—Time Sold (or as 
many of them as are used) are entered opposite 
item 23—Total Time Purchased on the Time Journals 
of the respective time purchasers. 

B. On the recapituation summarize by sections the 
totals of item 16, Airco Association, 

Note: The summary totals are entered in column 
#5, Standard Man-Hours, on the monthly budget in 
the respective sections. 

C. Summarize the Net Total Actual Man-Hours 
(item 24) on the recapituation. Note: The sum- 
mary totals are entered by section in column #6, 
Actual Man-Hours, on the Monthly Budget of 
Clerical Man-Hours. 

D. On the recapitulation summarize the details of 
Special Assignmenis—item 25—by sections and by 
sub-numbers. 

Note: The section totals are entered in columns #5 
—Standard Man-Hours, on the Monthly Budget of 
Clerical Man-Hours opposite the caption ‘'Special 
Assignments" in the respective sections. The sub- 
number totals, with brief descriptions of the work 
performed, are entered on the reverse of the 
monthly budget page to support each section total. 
The latter gives the District Office Manager a de- 
tailed analysis of the various Special Assignments 
from month to month. Such analysis can point out 
repetitive Special Assignments covering opera- 
tions for which standards should be set up, enable 
him to determine the cost of any one Special 
Assignment if he so desires, etc. 

Note: In case of clerk who handles two functions, 
for instance a girl who acts as both File Clerk 
and Mail Clerk, it is suggested that the two posi- 
tion names be entered in two of the blank columns 
(items 10 thru 14) and the clerk keep a record of 
the approximate man-hours worked in each posi- 
tion and make the daily entries accordingly. How- 
ever, if the District Office Manager desires the 
record to be kept in a different manner, which 
may seem more beneficial to him, it is left to his 
discretion to have it done so. 


appear on the pages following. 





ministration, we develop acceptance of 
this principle: a policy is only as sound 


as the factual data in the hands of 
management at the particular policy- 
making level at the time the policy is 
issued. 

Since most of our policies are of an 
operational nature and administered by 
varying levels of supervision, we can 
logically ask: Who bears the responsi- 
bility for providing management at each 
policy making level with the factual 
data from which sound, logical, work- 
able policies can be formulated? In 


THe Orrice—October, 1952 


diseussing this question, emphasis is to- 
ward developing in each group member 
of an understanding of the important 
part he can play in the policy making 
funetion and acceptance of his responsi- 
bility to perform that part by pumping 
upward through normal channels of 
communication data pertinent to his 
area of operations. These data upper 
management must have to make deci- 
sions which he can administrate intel- 
ligently and efficiently. To help super- 
visors obtain the data pertinent to their 
area of operations, we train and encour- 
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age them to establish a _ relationship 
with their personnel that will stimulate 
a similar flow of data from the employee 
to the supervisor. 

In problem analysis and solution we 
get the group to accept the principle 
that helping the employee control his 
attitude is an essential part of a super- 
To aid the supervisor in 
this phase of his work, we introduce 
him to and train him intensively in the 
use of the problem solving pattern. We 
stress the importance of the supervisor's 
being alert tor evidence of poor em 
plovee attitude and demonstrate through 
actual examples that poor attitude is a 
svmptom, a result of some underlying 
cause which it is the supervisor’s re 
sponsibility to uncover, 

Groundwork in these areas provides 
a direct approach to the last area, hu 
man relations. We examine the basie 
wants and urges of people generally and 
develop a working pattern of the aver- 
age person's basie sources of satisfae 
tion: the need to have real feelings of 
security, job satistaction and recogni 
tion. A person's attitude is the valve 
that controls his will-to-produce. 

Through discussion histories 
we show how a man develops a positive 
attitude by his getting the basic things 
he wants and values, and how he de- 
velops a negative attitude by his failing 
to get the basic things he wants and 
values. It is only common sense to re- 
frain from doing those things that un- 
necessarily threaten a 
wants and feelings and to do everything 
possible to build upa person’s sense of 
satisfaction. 

The remaining conferences are de- 
voted to the practical application of 
this principle on a daily basis on the 
job. Supervisors are drilled in the use 
Among them are: 


visor’s job. 


ot ease 


person’s basic 


of various basic tools. 


ON-THE-JOB 
ATTITUDE 


TAKE-HOME 
ATTITUDE 


BRING-TO-JOB 


ATTITUDE 
AT-HOME 
ATTITUDE 
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The attitude your employee brings to 
the job tomorrow morning begins with 
the attitude you let him take home from 
the job this evening. In our final ses- 
sions we tie the tour general areas to- 
gether by illustrating how any action 
in one area has an immediate reaction 
in the other three areas. In this man 
ner we try to develop a better under- 
standing of cause and effect, an under- 
standing of the things that can make the 
production of our people go up or go 
down according to the way they feel. 
We try to develop an understanding of 
some of the obvious things that meme. 
bers of management can do to help our 
people control such variations. 

The need for managements generally 
to take action to improve the individual 
and overall production of clerical eme- 
plovees and reduce the direct labor cost 
of each work unit is supported by some 
impressive facts. From 1900 to 1940, 
the number of clerical workers in this 
country increased 356% while the nume- 
her of factory workers increased only 
75%. Data covering the more recent 
period of 1920-1950 indicates that the 
number of clerical workers per 106 
factory workers has increased well over 
100%. In 1948, corporate gross sales 
were about 352 billions of dollars and 
profits, before taxes, dividends, 
inventory adjustments, ete., were 34.8 
billions of dollars or roughly 100% of 


the corporate gross sales. 


on 
FTOSS 


If your company conforms with this 
average, you are trying to secure a gross 
profit of $100,000 on each million dol- 
lars of sales. This gross profit 
of $100,000 is equivalent to 40 clerical 
workers at an average annual salary 
rate of $2,500 each. Your company, or 
my company, if it conforms with this 
10% average, must manufacture and 
sell a million dollars worth of produets 
for every 40 clerical workers on its pay- 
roll just to break even. 


YTOSS 


How efficient generally is clerical pro- 


duction? The 
around 60%. 


national efficieney — is 
My own surveys in the 


17 








9 
« 


wntmrsg auszsone COtorg = E + 00°00S hog amszsano sa)gunxy “hog amszsano £0 yuo vo}yOd WNiwesg 243 St wNtwasg 2md94200 ,, 
A]uO SuotgsS0g pakaasns soy , 


“SLE «49% 420m peynpeyos 4jye4nBes uy Sanoy yo sequnn 











Ty'9e BL°ESIZ PO 198T | XxKx T eb'1 [8b °s622] rox | $1830, 32143810 
a | 
$6 °ZL bo*sg = |zb "Lb 10S "28 4@p20 


—October, 195 





eb eOr | cH Cl Behe {LT “O6E 00 “OIF @2}As9S 891490 


9) 4ydesBouaeys 


THe OFFice 


29 “08 cr'ig B2°29T 108 OFT OU ‘OL S2}UBYIONW Sales 
£1 es G9°S@ pS ‘tbl |S8°LIT 00 ‘o9T Jatysed juejsissy 
8b “LOZ 6L°pO1 PS “LE 62 "202 00 °S2z 29) 4useD 


' 


96 °PL O£°62 POLIT [0L°L8 00 “00€ 31) pes 
L9°SL E€L*be PO'EbI Te 'sol 00 “002 Bu 1 dee%7008 


£0 °6L 6I°bL BL ESE [9S 6Lz 61 °92b Sps0r9y sepus) Ad 


22 eI! ; DS "66 $9 °ZIl 00 “0£2 peo13s13e3S 
99°6S |€2°E0% PO'SOS [22 °I0E ; 62 ‘66h aoy-Aag - 
9€°26 |88°9 po'o6 [zt Es 0S ‘48 sey- 6urisis 


4ebpeat 4203S 








P4epueys S4NOH SANOH wn iwesd pied xxxx 

"333 & |4epun so —UeN —ueN ow 1 3sea0 |sapuejes | vo} }23eS 

(pes erg] 1eN OV “Pas se 1B201, 

Pees eo a = J a 
ef —T- . . SU z i j 

—— aR, I ENR - 


x 
$4N0H $4e}}00 


















































Aine HLNOW yAeMeL ANBNLYVd30 YO 1LD1NiSIO asaung AuV ano? 








SUNOW-NVW TVOLI&G1O 40 LEOGNE ATHLNON dO AYVRWNS 


WVY90dd LNINGOTZAIG LANANZOVNVM “ONb ANVAENOD NOT IINGIY 








0561 © 





6 jvc /k Pas tray 


02 “Eze 


‘24a 


$ 


66 SIF 


19 “OPL 


L8 °'S0Z 


Aine 


$ 


4Y2U0n 


8b S6LZ 


¢ 


OS “LesSZ 


yreMma 
- Od9auNng 


per anerens 4@ 33443810 


(3 4djm easbe 03 jexO, | 


((H t 69 + 3) - 3) 


~ £ uwnyo> Asewwns yebpng 


00 0cl 
OS LST 
00 “Sz 


SANOH 


eAweA 
VVUOVULYVUYVYVO 


xe wMR KR KM MK OK 


PAA 


1(S4NOY JeWIDeP O3 SayNUIW yseAuUoD) 


JINVIYWA 1509 ¥v1100 sO TivL139C 


™* 60 19819 uun;o) Asewwng yabpng ;e30,) 


(cy + ¢8) 


_____ $0 “p6Lz$ 
RONEN... 
8b S6LZ® (Z *409 Aseuwng yebpng) preg sejsejes 

>) ,0sAke@g sad sbulwieg 


cites». SM SESS 
ee 
CL‘ES12 


L8Y0d34 J3INYNYNOSY3d 1390N8 


WVYY90Nd LNINdGOTIAIO LININJOVNVN — “ONI 


tH t 69 


(pes ul 


(‘Gg = 


sazyey aseg & sasejes 
*}o) Asewwns yebpng) wniwesg aw!ysead 


‘JauuosSsag Sajzng ‘sadouoq artffo so yons Ssuotzssog pakansns-—uou XQ pawsofsag Ys4OM 70914972 fO S4AROHy 


t 3) (3) e2ue sea 4509 se 109 


@QIUeE IRA PeyUNO..eUN 


JEIOL) VOuUSIVeA PoURWOsIag 


pe roy 
493Ua) Swil 8844 
(ureydxz) saux0 
@2130u yO Mary ul ABg 
aeuresy 

VOISSIWieag — YUESQy 
sfepi}OH 

Suoipeoea 

SSQUHIIS 


“NA HOR DOA 


PeHsOmM YOU 3NQ 404 PIRd SINOH 

(7G) whiuesdg aw! saad 

1G) s@2ueNseA 4S0) 4e{, 4 OO 

7S4NOH P4ePuReYS JO aN|RA aSeg 

t4NOH 4ag 3iey aseg abesarAy 
1e},OL 


7$S81 
jeOL 


S4MOH JRLOL 


(MO12G 98S) S4NOH — 65 
S3NOH — 9 uwNyo) Asewwnsg yebpng 


1204 pled 


“ANVdMNOD NOILONGIY YlY 


THe Orrice—October, 1952 








indi- 
ranging trom 53% to 
The efficiency of in 
dividual employees ranged from 30% 
to an excess of 100%. 

We have tackled this problem through 
a specialized part of our management 
development program called Manage- 
ment ‘Training in Clerical Cost Control. 
Responsibility is placed on the super 
visor who, through application of the 
principles of 


tield of clerical work measurement 
cated elherenes 


05° ? tor othees. 


management, controls the 
capacity and will to produce ot per 
sonnel under his jurisdiction. An hour 
of clerieal labor is as much a commodity 
as is any of our products. 

Using the commodity comparison 
we help the supervisor work out 
the cold fact that, if he ean operate with 


only one 


basis, 


less employee at an average 
salary rate of $2,500 per vear, the re- 
sultant annual saving in direct clerical 
labor cost equals the profit on the sale 
F of several thousand cy linders of oxvgen. 

To help supervisors realize “profits” 
‘through savines in direct clerical labor 
Pcost, we provide him with a clerical 
budget tailored to meet his 
pmajor needs and easily adaptable to im 
clude his) minor The clerical 
manhours budget is based on an accu- 
rate analysis of work performed by 
every clerical employee under the super- 


manhours 


needs. 


visor’s control and the development ot 


a standard unit time for each 
work included ina job. 


tvpe ol 


These analyses are summarized ftune- 
tionally job by job and by section or 
department. The resultant tool provides 
the supervisor with a rather exact pie 
ture of his responsibilities—funetion by 
function, job by job, by section or de 
partment. It shows the standard hours 
of time required to do a job versus the 
actual time taken by the personnel on 
the job. Inequities are highlighted for 
scrutiny, analysis and corrective action 
when necessary. 

The average supervisor does not have 
either the time or the specialized knowl 
edge to do the work that results in the 
clerical manhours budget. His manage- 


80 


ment must provide it for him because it 
is the end product of a specialized man- 
agement plan for the control of clerical 
labor costs. Our plan consists of five 
steps: 

Ll. Job Analysis. Each operation per- 
formed in a job is set down in detail 
in the order in which the 
occurs, 

2. Work Kach job 
operation is analyzed in relation to the 
other operations and to the overall job. 
Unnecessary operations are eliminated, 
unproved operations are substituted, and 
all operations arranged to secure the 
most efficient work flow. 

3. Standard Unit Time. A precisely 
determined standard unit time is estab- 
lished for the normal performance, at 
average speed, of each job operation. 

}, Clerical Manhours Budget. The 
standard manhours (obtained my multi- 
plying each standard unit time by its 
relevant volume) are summarized. Com- 
parison of the standard manhours with 
the actual manhours required to perform 
each operation or each job provides the 
supervisor with a tool by which he can 
analyze and evaluate the performance 
of each employee. 

5. Selling the Plan to the 
This is the most important step for un- 
less you can put your program 
to those who do the work, you will not 
gain the full results that are necessary 
to improve vour clerical production. 

Selling the plan to the clerical work- 
ers Was accomplished through participa- 
tion. Each clerical worker involved par- 
ticipated. The plan was explained, ques- 
were answered. Naturally, the 
emplovees wanted to know what they 
would gain from it. Everybody gains: 

The employee is assured of a fair 
evaluation of his performance based on 
the load volume processed ; the elimina- 
tion of load inequities; a reasonable vol- 


operation 


Simplification. 


De rsoine i 


across 


tions 


ume of work to process each day; good 
job performance brought almost auto- 
matically to the attention of his super- 
visor; his production is a matter ot 


tinued 
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or see your local Burroughs dealer. 


Burroughs Adding Machine Company, Detroit 32, Michigan. 


WHEREVER THERE'S BUSINESS THERE'S 


; 9 
Burroughs -—'D 


We've chaxged our sig 


OU 


Millions of readers of Burroughs adding machine and cash registering 

£ £ £ £ 
machine advertisements in national consumer and business publications are 
being urged to “see your local Burroughs dealer.” 


Hundreds of dealers in all parts of the country are already in a position to 
benefit from this advertising, and from the long-established acceptance of 


Burroughs as a leader wherever there’s business. 


The Burroughs dealer plan is complete, simple, and ready for you to put to 
work. If you can help us make these Burroughs products more readily 
available to more people, your inquiry is cordially invited. Get the profit- 
making facts today from the Burroughs factory branch nearest you. Burroughs 
Adding Machine Company, Detroit 32, Michigan. 


WHEREVER THERE’S BUSINESS THERE'S 


Burroughs =e 








Annual Systems 
Conference in 
New York, 
October 20—22 


James Thomson 
SPAA President 


HE fifth annual conference of the 
[se & Procedures Association of 

America will cover three days this 
year at the Roosevelt Hotel in New 
York, Oct. 20-22. This comparatively 
young organization has had a steady 
growth since its founding in Philadel- 
phia in 1944. Today it has over 750 
members which is a considerable num- 
ber when one considers the restrictions 
that the organization places on its mem- 


Matt W. Boz 
Conference Chairman 
bership applicants. Only men and wom- 
en whose main job is actually office 
systems and procedures work are con- 
sidered tor membership. 

The association does not accept as 
members those persons whose main in- 
come comes directly from the sale of 
any products, nor those mainly engaged 
in teaching, as is often the practice of 
other organizations. SPAA feels it ean 
more objectively discuss any particular 


“SYSTEMS: 


MONDAY MORNING, OCTOBER 20 


oc 
to 


THE PULSE OF GOOD MANAGEMENT” 


CONTROL OF DECENTRALIZED ACCOUNTING IN MULTI-PLANT 
ORGANIZATION 
C. M. BLUMENSCHEIN, Controller, Container Corp. of America 
TOMORROW'S QUALITY STANDARDS FOR OFFICE WORK 

V. H. KANE, Price Waterhouse Co. 

MONDAY AFTERNOON, OCTOBER 20 (3 Concurrent Sessions) 
(A) A SIMPLIFIED FORMS PROGRAM 
Speaker to be announced. 
(A) CONTROL OF REPAIR AND MAINTENANCE 

HAROLD E. BLISS, Lukens Stee! Co. 

(B) THE HOW AND WHY OF MEASURING CLERICAL WORK 
L. BROWNE HELMS, American Stee! & Wire Div., U. S. Steel Co. 
(B) SOME PRACTICAL METHODS OF PRODUCTION CONTROL 
K. BERGSTRON, Yale & Towne Mfg. Co. 

(C) CONTROLLING USAGE OF PUNCH CARD MACHINES 
F. M. JOHNSON, Prudential Insurance Co. of America. 

(C) INBOUND MATERIALS AND THEIR CONTROL 
GEORGE H. RUSSELL, Ford Mofor Co. 

(Continued on page 85) 
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O10 Town NEN 9 98 Copymaker 
<glic Atti, «175 


(ERNMENT AGENCIES 





(10 TOWN'S copymaxer 


Has ALL the usual 
Duplicator features PLUS:— 

*& CYCLOMATIC ACTION—Sealed-in bearings 
and high-tension gears give greater speed, 
efficiency, economy and a lifetime of service. 

%& FLUID CONTROL—Prevents excess moisture 
and results in instantaneous drying 

*& SINGLETTE—Potented sheet separator pre- 
vents waste and blank sheets and jamming. 

*® WIZARD COPY CONTROL — Regulates 
brightness of copies or length of run. 





ERE’S the finest nd Spirit 

DUPLICATOR money can buy—priced ij ‘ 
at $175.00. It has all the high-priced features ; ker raged n Bheni on 
of machines costing twice as much. TOWN Carbons, Ribbons and 
Actually makes over 140 clean, clear copies a. Scidieeed well ‘eiaiined 
4 minute in 1 to 6 colors of anything you i, me : 
type, write, print or draw. Write for illus- 
trated brochure on this revolutionary New, 
OLD TOWN COPYMAKER. 
See the great, new OLD TOWN 9S at the Nat'l 


Stationery & Office Equipment Show, Booth 136, Con- 
rad-Hilton, Chicago, Oct. 4th-8th. 


OLD TOWN CORPORATION, 750 Pacific Street, Brooklyn 17, N. Y. COR 008 


DEALERS: Year ofter year profits with an OLD TOWN 
a franchis A ‘or Details. 








MEET THE MACHINE THATS 
MAKING DICTATING HISTORY! 





MEET if, (ry it in your own office. 
Then you'll Anow why TIME-MASTER 


is the most popular, most successful 
dictating machine in history. 

Learn firsthand how TIME-MASTER 
serves as an “executive express for all 
your thinking . . . an ‘electronic Bos- 


well” for nearly evervthing vou must 


DICTAPHONE 


THE GREATEST NAME IN DICTATION 


TIME-MASTER—The Modern Way to Dictate 


“Dictaphone” is a registered trade-mark 
of Dictaphone Corporation 


remember, report, review. 

Learn why TIME-MASTER alone can 
give you all the advantages you need in 
a dictating machine—thanks to Dicta- 
phone's exclusive recording medium, 
the plastic Dictabelt. 

Make a date for you and your secre- 
tary to meet the machine that’s making 
dictating historv! NoW! 


DicTAPHONE Corp., Dept. 1-102 
120 Lexington Ave., N. Y. 17, N. Y. 


Please send me my free copy of “Time Itself.” 


Your Na 








Company 
Street Address 











City & Zone 
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TUESDAY AFTERNON, OCTOBER 21 


WEDNESDAY MORNING, OCTOBER 22 


WEDNESDAY LUNCHEON, OCTOBER 22 


(Continued from page 82) 
TUESDAY MORNING, OCTOBER 21 (3 Concurrent Sessions) 


(A) A PRACTICAL APPROACH TO WORK SIMPLIFICATION 
J. R. CROWLEY, Arthur Young & Co. 
(A) HOW WE HANDLE THE PAYROLL 
T. E. HAUSER, Controller, National Tube Co. 
(B) TRAINING SYSTEMS PEOPLE 
CHARLES W. LaBLANC, Executive Staff, Research Institute of America. 
(B) STRIP ACCOUNTING TECHNIQUES 
J. W. WIRTH, Chief, Auditing Div., Jewel Tea Co. 
(C) A KEY TO SIMPLIFIED FILING 
F. DeP. TOWNSEND, Vice-President, Shaw-Walker Co. 
(C) HOW TO MANAGE INVENTORY 
R. M. BLAKE, Controller, Peller Brewing Corp. 


ROUND TABLE: TOP MANAGEMENT AND ITS SYSTEMS NEEDS 
J. B. JOYNT, Manager, Administrative Engineering Dept., American Enka Corp. 


SETTING UP A MODEL SYSTEMS DEPARTMENT 
BRUCE SMYTH, Federal Reserve Bank of Chicago. 
SELLING THE COMPLETED PROJECT 
GEORGE L. McKENNA, Radio Corp. of America. 
SYSTEMS AND PROCEDURES IN THE CONTROL OF FRAUD 
J. S. SEIDMAN, Partner, Seidman & Seidman. 


JAMES V. FULLERTON, President, Saudi Arabia Chapter, SPAA. 


product at a meeting if no one is present 
who sells such a product for his live- 
lihood. This makes for a professional, 
homogeneous group especially in keep- 
ing with modern business practice of 
specialization by experts. For similar 
reasons, no exhibit space is sold at these 
conferences tor the display ot merchan- 
dise. 

This will be SPAA’s longest national 
conterence to date. All of the subjects 
which will be discussed will be seen from 
the accompanying program to be real- 
istic and practical. No speaker was 
chosen to deliver an “inspiring” talk on 
how to live a better life. Rather, men 
who have done a good job in planning 
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and executing better office methods will 
tell the registrants what they did, why 
they did it, and how they did it. That 
is one reason why some of the country’s 
biggest firms assign at least one of the 
systems personnel trom each of their 
widely seattered offices to attend this 
annual conference. These companies be- 
eve their personnel will return to their 
offices with at least one idea which will 
prove the expense of the trip to have 
heen a good investment. 

Registration to the conference is open 
to non-members who can obtain full de- 
tails by writing the general conference 
chairman, Matt W. Boz, Shell Oil Co., 
50 West 50th St., New York 20. 








schere you have volume duplicating 
schere speed is important 
sohere you want the cery best 


Standa rd é 


Klauid Duplicator 


| ith New De Luxe 
Ream Feeder 


® 





WITH ALL THE PREVIOUS 
DEPENDABLE FEATURES 


gg Repredeees 4 caters mh ene operation 
Benen SS ae get oF etter 
= fill-in registers perfectly 





AN ADVANCED mEviOU 


with record printed form 

Using Standard Master Prints (printed 
F carbon master units), form and fill-in 
| Bh can be duplicated simultaneously 

ts. Original may be filed and reused 
i egein end again 


* 








Standard Duplicating Machines 


New De Luxe Ream Feeder 


brings greater Speed and 


Flexibility to the popular 


Standafd! 


500 SHEETS — ONE LOADING 


The operator has merely to load 
this efficient feed tray, set the 
paper stack at proper operating 
height with a flick of the lever 
beneath the tray. From there on, 
correct feeding level is automat- 
ically maintained and Standard's 
patented Stripper Pin permits pre- 
cision machine feeding of copy 
paper or card stock even when 
intermingled in the same stack. 


Corporation, Everett 19. Mass. 








Terminal Digit Filing Saves 
Money for D. C. Blue Cross 


WALTER E. THOMPSON 
Oftice Manager, Group Hospitalization, Inc., Washington, D. C. 


N the relatively 
years Group 
Washington's 
voluntary 


brief period ot 18 
Hospitalization Ine., 
Blue Plan tor 
prepayment of the cost ot 
hospital care, has grown trom a one-man 
hundred 
to an organization serving more than a 
half-million 
politan area. 

Rapid usually is 
panied by administrative problems and 
in this GH IL was no exception, 
The public righttully expects rapid and 
eflicient service and this is particularly 
true illness with its attendant 
worries and anxiety is involved. Group 
Hespitalization hes 
stantly to provide both subscribers and 
participating hospitals with swift and 
cle pendable service and this, we believe, 
has contributed to the success our com 
prepayment 


Cross 


ollice serving a tew persons 


residents im the metro- 
eXpaniston accom 


respect 


when 


endeavored con 


munity, non-profit plan 


en JOYS. 


This requires the ability to use records 


with a minimum of lost motion. This 
involves the maintenance of individual 
records tor each of the 529,000 men, 
women and children enrolled in’ the 
hospital service plan as well as for 
390,000 enrolled in) Medical 
Service of the District of Columbia, 
the doctors’ Blue Shield Plan, for which 
Group Hospitalization Inc. is agent. 

When a subseriber seeks admission to a 
hospital, the hospital notifies our office 
immediately and the subseriber’s con- 
tract is checked to determine (1) 
whether it is in good standing; if so, the 
hospital is notified of the subscriber's 
eligibility to receive benefits and (2) the 
number of days of hospital care tor 
which the subseriber is eligible. Our re- 
cords must be processed promptly be- 
cause they must be available in a mini 
mum of time—otten within a moment 
or two. Otherwise, we may be inviting 
the righteous ire of a subseriber who is 
unexpectedly requested to give a deposit 


Who are 


Walter E. Thomp- 
son, office manager, 
watches as super- 
visor Mary Fitzsim- 
mons assigns rec- 
ords for filing to 
Cora Andrews, a 
unit clerk at Group 
Hospitalization, Inc., 


Washington, D. C. 
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ALL TIME 
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HIS UNUSUAL RECORDS 


Among the great names in collegi- 

ate football history, none crashed 

into the spotlight with as much 

flame as Harold ‘‘ Red”’ Grange of 

Illinois. In his second game, 

against Michigan in 1924, the Galloping Ghost made four 

long touchdown runs in a single period, completely wrecking 

his opposition. Grange continued to make the headlines for 

three college years. His speed, coolness and deceptive change 

of pace baffled would-be tacklers . . . helped make Red Grange 

a magnificent runner, a fine blocker, above-average pass re- 
ceiver and a strong defensive man. 

Another unusual record: 12 of America’s largest 15 railroads, 

7 of the 8 largest book publishers and 8 of the nation’s top 9 

steel companies use the clean, crisp, distinctive paper that 

will give your office better-looking letterheads or office forms. 





ATLANTIC BOND 


iE ue 


Tip, OU PAPER 


MADE BY EASTERN 5 OES: * BANGOR, MAINE 


Write us on your letterhead for Grantland Rice's complete all-time football 
team and greatest coaches, attractively illustrated and suitable far framing, 
and watch next month for Grantiand Rice's all-time boxing all-star. 











to the hospital. 

During the early years of Group 
Hospitalization, maintaining subseriber 
records, although a major chore, could 


hardly be termed a major problem. The 
task just grew with a corresponding in- 
crease in the number of eabinets for the 


numerical filing of contracts and the 
employment of additional girls to handle 
them. But by degrees the problem be- 
came more urgent. 

Clerks frequently had a run of 40 
ft. between their inter-coms and file ref- 
erences. File drawers were in constant 
use by a staff of 11 clerks who often 
had to wait their turn to search for a 
subseriber’s record. Even before the in- 
troduction of Medical Service in 1948, 
with its accompanying increase in ad- 
ministrative detail, it was apparent that 
our master record filing system had be- 
eome costly, unwieldy and inadequate. 
More disturbing, delays were increasing. 

About this time inflation caught up 
with us and for months we were en- 
grossed with the adjustments necessary 
to meet the changed conditions. 

In 1950 we tackled the preblem of 


files and reeords, and in September ot 


90 


Each unit clerk, like 
Wilma Laws shown 
here, has seven file 
cabinets, a desk and 
chair, arranged so 
that all files are 
within a 4-ft. reach. 
Unit clerks can lo- 
cate a subscriber's 
record within 30 
seconds. 


that year we installed a terminal digit 
filing system. 

Under the terminal digit system, our 
files were divided into five compact 
units, each based upon the primary 
digits of the subseriber’s contract num- 
ber. The primary digits are the last two 
of the number. For example, if the con- 
tract number were 165,123, the primary 
digits would be 23. The third and fourth 
digits from the right are secondary 
digits. Based upon the primary digits, 
we established five units: 


Unit 2 
Unit 
Unit 
Unit 5 

Under this system, a request for the 
record of contract number 165,123 can 
immediately be located in Drawer 23 of 
Unit 1 by the last two digits 23. Read- 
ing from right to left, the next two 
digits, 51, which are the secondary 
digits, tell the clerk that the record is in 
Subdivision 51. From the fourth digit 
up (from right to left) records are 


still filed numerically. Equipped with 
(Continued on page 179) 
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led... 
~VUE-FAX trademark — 
A Symbol for Revolutionary Visible 


Record-Keeping Systems! 


This is the new VUE-FAX trademark—the symbol for a complete 
line of Vertical Visible Record-Keeping Systems, well known for their 
greater efficiency. 

SEND FOR ILLUSTRATED BROCHURE TODAY! 


“VIEW CONTROL FACTS 
WITH VUE-FAX. 


FASTER FACTS WITH VUE-FAX 


CORPORATION ES 
91 GOLD STREET, Dept. B © NEW YORK 38, N.Y. (ox tte mm me of icemtity= 


notched edges 


Distributed In All j j Cities 
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NOW=— More Time for Management to Manage 


Every day “paper work” mounts. Never before in the 
history of American business has the handling of detail 
been so important—taken so much of management's time. 


But there’s a way to cut through this maze and find 
more time for the really productive work. It’s a simpli- 
fied plan by Shaw-Walker. Finding is up to four times 
faster. Operating costs for help are reduced. But most 
important, there’s less to hamper and delay decisions; 
management has more time to manage. 
Since 1899 Shaw-Walker has been helping business by 
simplifying ofice work—to speed record keeping. 
Shaw-Walker makes everything for the office—except 
eehinac ore cke Wire.Filese filine cahinete an. Split-second finding is assured 
machines—chairs, desks, Fire-Files, filing cabinets, loose a ae ae ae of ae ee 


leaf and payroll equipment—each “time-engineered” to | Shaw-Walker ‘time - engineered” 


° : i s . 
help make the most of every minute, every working day. king: ‘a a y A. 1.000. 


time. A wealth of information on “time-engineered” office sys- 
tems and equipment. 36 pages! Many color illustrations! Write 
today on business letterhead to: Shaw-Walker, Muskegon 41, Michigan 


> ad j 
were wi by booklet, “Time and Office Work,"’ is packed with ideas for stretching 
othce i 


“Built Likes 


B® Skyscraper” 
Executive Offices at Muskegon, Michigan 
HAW- Branches and Dealers in All Principal Cities 
ALKER Largest Exclusive Makers of Office Furniture 
P and Filing Equipment in the World 
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Reservation agents 
in United Air Lines’ 
Denver office using 
the rotating file on 
which space reser- 
vations are entered. 


ees 


i. of eg > > 


ea 


Rotating Air Reservation File 


NITED 


motorized file 


Air Lines has designed a 
which has increased 


the efficiency of reservations agents 
handling customer phone calls up to 


50%. aecording to B. B. Gragg, director 
of sales. The device has two belts sus- 
pended horizontally, one above the other, 
driven by electric motors. The upper 
belt holds 60 plastic files, the lower 66. 
Files are marked by consecutive days 
of the month and each holds 13 ecard 
charts on which reservations are re- 
corded. Each ecard chart bears the flight 
number of a trip departing on the day 
designated on the file. 

The 14 reservations agents sitting 
around the file, answer phone calls 
through headsets. They have three tog- 
gle switches to control the belts. One 
switch moves the top belt right or left, 
another moves the lower and the third 
halts either belt at will. A modulated 
signal in the phone, audible only to the 
wearer, informs them of incoming ealls. 

If a prospective traveler calls United’s 
reservations office in Denver and _ re- 


quests space on Flight 628 to New 
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York on Oct. 27, the agent receiving the 
call pushes a switch and the belt to 
which the Oct. 27 file is attached moves 
around. When the file arrives in front 
of him, he halts the belt, removes the 
eard chart for Flight 628 and writes the 
passenger’s name and other data on it. 

Agents grow so adept that they can 
pluck any particular chart from a file 
as the belt moves past carrying a differ- 
ent file to another agent. In an arrange- 
ment of 126 files covering 63 days, the 
odds against simultaneous need for the 
same file by two agents are better than 
4,000 to 1. When it occurs, one agent 
vields to the other and waits several 
seconds for his turn. 

The files, called Motoracks, are in- 
stalled at United’s reservations offices in 
Vancouver, B. C., Portland, Seattle, Salt 
Lake City, Denver, Omaha, Detroit, 
Cleveland, Toledo, Philadelphia and 
Boston. They were developed for the 
company's medium-sized reservations of - 
fices and different methods are used in 
handling heavy space requests at offices 
in larger cities. 








THE SYSTEMS AND 
PROCEDURES MANUAL 


Cc. I. KEELAN 
Office Methods Specialist, Johns-Manville Corp., New York. 


HE preparation and issuance of a 

manual is one of the most important 

activities of a systems and pro- 
cedures department. The manual is the 
device which gives effect to the improve- 
Ments and simplifications devised by 
methods men. It is the link between the 
systems and procedures department and 
the people who do the office tasks. It is 
the thing by which most people of your 
company know and judge you. There- 
fore, it merits your best efforts 

I shall omit any discussion of why 
standard systems are desirable (indeed, 
almost essential), why they should be 
igsued in manual form (rather than in 
a@series of letters or bulletins), why they 
should be binding on operating people, 
and why the manual should be prepared 
and maintained by specialists in office 
methods. These matters are well known 
t@ people in the office field and need no 
répetition here, 

I shall, however, comment on the de- 
sifability of having all office practices 
and procedures put into one manual. 
The procedures of one responsibility 
affect other responsibilities. Placing all 
p®ocedures in one manual is the one ef- 
feetive way to secure the proper cor- 
relation between the procedures of all 
offices. For example, the procedures of 
parchasing people affect the using 
(requisitioning) departments, the traf- 
fie man who will provide proper rout- 
ing, the receiving department, and the 
disbursing unit which verifies and pays 
the bill. This does not necessarily mean 
that the methods man should prescribe 
the procedures. He may take the pro- 
cedures prescribed by other specialists 
(the top purchasing man for purchasing 
procedures, ete.), study them to see if 
he ean suggest improvements, edit them 
so that they conform to the manual’s 
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style, correlate them with other related 
procedures, and then issue them as part 
of the manual. (The question of who 
prescribes procedures is really a matter 
of organizational responsibility and will 
not be pursued here.) 

The manual should be confined to 
operating instructions for operating 
people and not be diluted by other 
matter. Some companies explain their 
employee benefits in their procedures 
manual. In my opinion, this is a mis- 
take. The manual should not be used 
as a dumping ground for miscellaneous 
information. (In the ease of employee 
benefits, a pocket-size booklet would be 
much more convenient for employees. ) 

Having established the seope of the 
manual, we proceed to its overall plan 
or organization. The division of the 
manual should be by subject rather 
than by operating department (by what 
it is rather than by who does it). Di- 
vision by operating department invites 
duplication since one procedure may be 
performed in several departments (hir- 
ing an employee, preparing a requisi- 
tion, verifying receipt of goods). A 
subject should be written and then dis- 
tributed to all concerned. (Note that 
this rule is pertinent to the desirability 
of having one manual.) 


Division of the manual requires first 
that all subject matter be grouped by 


major categories. These categories are 
subdivided and the subdivisions are di- 
vided, ete., until we have subjects that 
can be dealt with on one or a few pages 
(see later definition of section). As an 
example, we might have the following 
major categories: personnel, accounting, 
fiscal, purchasing, traffic, engineering, 
scheduling, orders and billing, and mis- 


(Article continues on page 102. Examples appear 
on pages 97, 98, 99 and 100) 
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Think about it—personally! As treas- 
urer. As purchasing agent. As an individual 
in any executive position. 

Wouldn’t you be expected to: insist that 
your firm’s accounts receivable and other 
business records be kept where they were 
safe against loss by fire? 

Are they? Or are you taking the risk that 
puts 43 out of 100 firms out of business 
when fire destroys their records? 

Are you entrusting them to a safe without 
the Underwriters’ Laboratories, Inc. 
label—a safe that simply acts as an 
incinerator when temperatures get 
above 350° F? Are you counting on 


Would 


you 


be the one 





9 


“to blame... 


if fire destroyed the records 
your firm needs to stay in 


business? 


a fireproof building for protection—when 
all it does is wall-in and intensify a fire 
that starts inside an office? 

Have you read the clause in your insuranee 
policy that says: “Proof-of-loss must be 
rendered within 60 days’? 

After a fire is too late. Better find out, 
today, how little it costs to protect your 
records—and your business future—with 
a modern Mosler “A” Label Record Safe. 
It’s the world’s best protection. 


IF IT’S MOSLER .. . IT'S SAFE 


we Mosler Safe“ 


Since 1 
World's Largest Builders of Safes and Bank Vaults 


Consult classified telephone directory for name of the Mosler dealer in your city, or mail the coupon now for free informative material. 


The Mosler Safe Company ¢ Dep't 
Please send me (check one or both): 


(0 Free Mosler Fire ““DANGERater,”’ which will indicate my fire risk in 30 
seconds. 


(CO Iustrated catalog, describing the new series of Mosler Record Safes. 


0-10, Hamilton, Ohio 


Name 





Get your FREE Mosler ‘‘FIRE 
DANGERater” right away. Ends 
guessing. Dials your exact fire risk Firm Name 
easily, quickly. Indicates Proper 4 saress 
protection for your records. Mail 

coupon for yours, now! City 


Position 
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gets CREDIT 
for 
EFFICIENT 
PURCHASE 
* CONTROL? 


BE WISE! 


eVSINESs 
>RITED 
S¥sTEeMea 
Give GREATEST Dollar Value 


LET US SAVE YOU TIME AND MONEY ON YOUR OWN BUSINESS 
SYSTEM FORMS, SALESBOOKS, GUEST CHECKS, ETC. 


YS: 
NEBRASKA SALESBOOK 


SINCE 1889 


2 es 


Division Offices, Representatives, Dealers 
in Principal Cities 
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DIVERSION OF TELEFHONE TOLL CALLS 
TC PRIVATE TELEGRAPH SYSTEM 








Advantages 


Charges for private telegraph circuits (98221) are such that addi- 
tional traffic may be handled with negligible increase in cost. Come 
sequently, a telephone toll call diverted to private telegraph means 


a saving of almost the entire cost of the call. 


A written record of information transmitted is a val 
of using telegraph. 


Service 


iverage elapsed time between receipt of message at teleprinter sta- 


‘ 


tion and receipt at destination is 15 minutes (considerably 
commercial telegraph). 


Ss 
r 
th 


anc. 


In larger offices and p 
teleprinter operator if 


immediate hand delivery impossible. 


less than 


maller offices and plants, messages are delivered immediately 


lants, outgoing messages may be telephoned 


when 


feasible, incoming ges are telephoned to addressee. In both 
instances operator will confirm telephone call by sending through 


intra-office mail the teleprinter copy of message, suitably 
tified. 


Priority for messages diverted from telephone 





Messages of a urgency that would warran 
there were no private telecrapn system) 
(telephone-diverted). 


iden- 


mre 


(TD classification should be used with discreticn; its abuse would 


slow down sreed of service for genuinely urgent traffic.) 


ig operator will give TD messages precedence over ordinary 


and will transmit "TD" in message heading. 


neceiving operator \ ; TD messages priori in delivery 


and wiliidentify them for addressee by 


THe Orrice—October, 1952 





97 2h1 
7 ae 


Recipients should appreciate that TD messages are diverted from 
telephone, and accord them attention consistent with their urgent 
nature. 


4. Calls that can be diverted 





Communications now sent by telephone that consist essentially of 
one-way transmission of information, or of questions and answers, 
readily lend themselves to telegraph transmission. 


END 





To: A,b,G,Z 
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LETTERHEADS 





Draco oaseiellll alla eneenmmmatensenetl 


Millers Falls WD 


50% COTTON | 


TO ENHANCE the beauty of a well designed letterhead be sure 
to specify the new Whiter-Brighter Old Deerfield Bond, the 
aristocrat of fine Bonds. Whether die-stamped, printed or litho- 
graphed your letterhead on Old Deerfield Bond will personify 
the ultimate in good taste. For nearly fifty years Old Deerfield 


Bond has been the national choice for letterheads of distinction. 





“Print it on Old Deerfield” has been synonymous with saying, 
“Let us have a Letterhead that will build prestige, that has 
character and backbone.” 


Send for your new Letterhead Portfolio today. 





Mallers Falls errer COMPANY 


MILLERS FALLS + MASSACHUSETTS 





DEERFIELD Aoaad/ 


IBRE CONTENT 

















EAPIELD BOND, Waele we so, wo 9 














IF THE POSTPAID REPLY CARD HAS BEEN 
USED BY SOMEONE ELSE JUST SEND US A 
CARD REQUESTING YOUR FREE PORTFOLIO. 














Millers Falls 


50 PERCENT COTTON FIBRE CONTENT 


OLD DEERFIELD Zaad/ 


e WHITER e@ BRIGHTER e 


Use the attached card and receive your generous trial 
size packet of 100 — 82 x 11 sheets of OLD DEERFIELD 
BOND and see for yourself the outstanding character of this 
fine bond. 





OLD DELRHIEID 7277 


You can obtain this WHITER — BRIGHTER OLD 
DEERFIELD BOND at your regular stationers in 500 sheet 


boxes or packages for office or home use. 


THIS PAPER IS WHITER-BRIGHTER OLD DEERFIELD BOND 
WHITE - SUB. 20 


Miller Yall PAPER COMPANY 


MILLERS FALLS *« MASSACHUSETTS 





TAKING AN INCOMING TRUNK CALL 





Awaiting signal 





Before incoming signal received: 
Have a front cord in hand, ready to plug in. 


Have corresponding front key in talking position. 


Answering signal 





When signal appears, insert plug and speak promptly to avoid "plug-in" 
("plug-in" results when incoming caller's ring is stopped without his 
being aware that desired number has been reached; often discourages 
caller from completing call). 


Answer "Johns-Manville, good morning" until noon; "Johns-Manville" 
after noon. 


Follow-up when no resporise received 





If no response to answering phrase, repeat it. 
If still no response: 

Remove and reinsert plug. 

If dial tone heard, disconnect. 


If no dial tone heard, proceed with other work and alternate 
work on other calls with answering phrases on this one. 


If no response received within one minute, take down cord unless 
there is some indication that person calling has not disconnected. 


Requesting time and charge on personal incoming collect call 





To obtain time and charge on personal incoming collect call, say to 
operator, when accepting call, "Quote time and charge". 


Answering caller's request 





Respond to caller's request with "Thank you" or "Yes, sir (madam)". 


9-9-9 
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6. Connecting caller 





While receiving caller's request, pick up back cord of pair used in 
answering., If desired extension not busy, plug in; restore front 
key to normal position. 


Start to ring immediately after plugging into the called extension, 
using hand not used to insert plug. Ring steadily for 2 seconds and 
pause for 5 seconds, continuing at these intervals until answer re- 
ceived or until evident that an answer is quite improbable. 


If extension busy, and caller wishes to wait: 


Make memorandum of cord pair number and name or extension 
number of called party. 


Watch extension closely and give progress reports (976k) until 
connection completed. 


If extension busy and caller does not wish to wait: 


Request caller to leave name and number for subsequent call. 
Make memo and give information promptly to person called. 


If toll call, attempt to reach person called on a nearby 
extension. 





P»T 
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What is so surprising about 


MODERN MIMEOGRAPHING? 


It has never been so easy to make copies of all kinds—make them right 
in your own office. 

And today nine out of ten are surprised when they learn of all the new 
developments in MODERN mimeographing. For full information, call you 
A. B. Dick-Company distributor listed in the Classified section of the phon 
book, or mail the coupon below. A. B. Dick mimeographs are for use with 


fol MakoL <x Moh ae IUIi Col ol (MES lala] Mole] oli(aehilale mm olgele late 


SA-B-DICK 


THE FIRST NAME LN DUPLICATUNG 


A. B. DICK COMPANY, Dept. O-1052-M 
/ 5700 West Touhy, Chicago 31, Illinois 


I'd like to know what is so surprising about MODERN mimeo- 
graphing. 


ee 
ORGANIZATION__ 


ADDRESS 


II sienna a 
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cellaneous. Fiscal might be subdivided 
into credit, collections, bank accounts, 
disbursing, tax, and insurance. Tax 
might be subdivided into taxes, 
payroll taxes, and corporate income tax. 
Payroll taxes might be divided into 
FOAB, unemployment, federal income, 
city income, disability benefits, ete. 
FOAB might be divided into: deduct- 
ing FOAB on the payroll, employer's 
share of FOAB, depositing FOAB, and 
FOAB reports. Each of these latter 
would be a basie unit of the manual. 
Let us call this unit a seetion. The sec- 
tion deals with one task or one subject 
and seldom exceeds two or three pages 
in length. It is the smallest unit as- 
signed a place in the index. 

Indexing may be by subject alone 
but, except in the case of very small 
manuals, this system has a serious defect 
in that the relationship between various 
sections is not shown. A numerical sys- 
tem is unquestionably better in most 
instances. Letters may be used in com- 
bination with numbers, if this 


sales 


seems 


desirable. If we are to use a numerical 
system, we should take advantage of the 
built-in decimal feature. 

To illustrate, refer to the preceding 
discussion of the division of the man- 
ual. Each major category might be as- 
signed a number of 5 (maybe 4 will 
suffice) digits ending in 4 zeroes. For 
example, personnel 10000, accounting 
20000, fiscal 30000, ete. The next order 
of subjects would be indicated by the 
second digit from the left. For example, 
fiscal might be divided into: credit 
31000, collections 32000, bank accounts 
33000, disbursing 35000, tax 36000, ete. 
Then division by third digit; sales taxes 
36100, payroll taxes 36300, ete. Sub- 
division of payroll taxes would be by 
fourth digit; FOAB 36310, unemploy- 
ment 36330, ete. Finally, FOAB would 
be subdivided in sections by fifth digit, 
as follows: deducting FOAB on payroll 
36311, employer’s share of FOAB 36313, 
depositing FOAB 36315, and FOAB re- 
ports 3618. A page of the index would 
appear as follows: 





30000 Fiscal 

36000 Tax 
36300 
36310 
36311 
36313 
36315 
36318 


Payroll taxes 


FOAB 


Depositing FOAB 
FOAB reports 


Deducting FOAB on payroll 
Employer's share of FOAB 


ABC 
ABCD 
AaBCD 
ABbCD 





It is obvious that the number indi- 


cates the relationship of any section to 


all other sections. This aids in arriving 
at a logical arrangement of the manual. 
The numbers ending in zero (or zeroes) 
do not appear on sections. They appear 
in the index to aid users of the manual 
in finding subjects. 
advantage of the 
the ease of 


Of course, another 
numerical system 1s 
reference. If your man- 
ual is lengthy, it will probably be ad- 
visable to furnish an alphabetie index 
also. 

Next, the distribution. We have stated 
that the manual is to be sub-divided by 
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subject and that the basie unit is a 
section. Each section should be dis- 
tributed to all people who need to know 
its contents to do their jobs and to the 
supervisors of these people. In addi- 
tion, it may be advisable to distribute 
copies to others as a matter of infor- 
mation. Take care, however, that this 
practice is not overdone. 

Devise a distribution eode to avoid 
using job (or organizational) titles. The 
code may be numerical or alphabetical, 
or a combination of these. Since your 
sections will probably be numbered, the 

(Continued on page 182) 
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REcessED OFFSET 


means PRINT SHOP Quality 


for the life of the master 


During initial “wetting it.’ the exclusive and uniq multiple coatings of 
A. B. Dick direct image masters swell imperceptibly to hug the image. In 
effect the image becomes recessed for protection—escapes possible squash 
nq. The res ‘ a ate) Tere) for the life of the master—copies t 


1bout REcessED Offset and the complete line 


pplies plus presensitized photographic plate 


A B-DICK 


A. B. DICK COMPANY, Dept. 0-1052-0, 5700 Touhy Avenue, Chicago 31, Illinois 
Without obligation please send me more information about A. B. Dick 
C) direct image... photo-offset products for offset duplicators. 


| ECE! | 


Nam Position 








Make of Offset Duplicator 
Organization 
City 
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sw itisiicnsaacnonctieilllaiitie 


46th Annual NSOEA 
Convention and Exhibit 
In Chicago, October 4-8 


Grant Howard 
NSOEA President 


VER two and a half acres of exhibit 

space will be used by more than 300 

manufacturers and suppliers — to 
present the greatest showing of station- 
ery and office equipment in the world 
at the Conrad Hilton Hotel in Chicago 
from Oct. 4 to 8. A month before the 
convention there were close to 1,500 
advance registrations. Every event in 
this big show is being staged exclusively 
for retailers of stationery and office 
supplies and equipment. Yet, despite 
the big attendance every year, there 
are still many dealers who do _ not 
attend. It is not necessary to be an 
NSOEA member to get in. A= non- 
member can register for the complete 
convention for only $30. Or a non- 
member can spend a day at the exhibits 
(see daily time below) for just $2.50. 
The continuing growth of this yearly 
convention should hold ample promise 
of its value to every member of the 


Murray Shields Ben Smith 


trade who has not so 
Chicago in October. 
This year’s exhibits will cover more 
area in the hotel than has ever been 
used before by any organization for 
exhibit purposes. Products will fill the 
entire exhibit hall, lobby and new annex, 
as well as all the fifth floor exhibit 
rooms and the ballrooms and corridors 
on the third floor. That means an office 
equipment display covering three floors 
in the world’s largest hotel. Exhibit 
hours will be: Sat., Oct. 4, 1 to 9 p.m.; 
Sun., Oct. 5, 1 to 9 p.m.; Mon., Oct. 6, 
2 to 9 p.m.; Tues., Oct. 7, 5 to 9 p.m.; 
Wed., Oct. 8, noon to 6 p.m. Undoubt- 
edly the exhibits hold the greatest attrac- 
tion for the dealers who attend but, 
when the displays are not open, there 
is an interesting and informative pro- 
gram of business sessions for registrants. 
Monday morning’s business session 
will hear Grant Howard, NSOEA 


far traveled to 


Dr. Wm. H. Alexander Frank Bettger 


Featured speakers at the annual NSOEA Convention in Chicago. 
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if you have a 
SPIRIT 
DUPLICATOR- 


—and want more clear COpi@S —sharp, easy-to-read copies 


in quantities you hadn't thought practical—in your choice of five 
brilliant colors—purple, red, green, blue and black— 


—with clean hands — clean kolalokMol-teeltli-meMal-hv multe) lian il aselaie 


coating plus edge-seal virtually imprisons the carbon to protect 


hands and clothing— 


—then you want CLEEN-SEAL. cieen-seat master sets ond 


spirit carbons are new. They have a new protective coating that 
seals in the carbon yet it is released completely and evenly by the 
lightest touch. Mail the .oupon below for FREE samples and a 
‘ooh Kol (ole Mo) MRol| METO] 0} o)[(:t Mh col ant eligi ake l0] o)ilaeoh foley 


Fovucmie 


A. B. DICK COMPANY, Dept. 0-1052-S, 
5700 Touhy Avenue, Chicago 31, Illinois 


I’d like FREE samples of A. B. Dick CLEEN-SEAL master sets and 
your catalog of supplies for spirit duplicators. 


NAME POSITION 
SCHOOL 

MAKE OF DUPLICATOR 

ADDRESS 


CITY _ s ZONE STATE 


THE Orrice—October, 1952 





president and himself a_ retailer in 
Tueson, Ariz., tell how the events of the 
past point to the future of the commer- 
cial stationery business. Another speak- 
er, Murray Shields, will present an 
economist’s view of the business outlook. 

On Tuesday morning, the three 
divisions of NSOEA will hold their 
annual meetings concurrently. The larg- 
est group, the dealers, will meet in the 
adjoming Eighth Street Theater where 
there will be an address by a dealer 
and an insurance specialist. Then 
Reuben S. Haslam, NSOEA’s attorney, 
will conduct a question box with Paul 
E. Burbank, NSOEA general manager. 
This is always an information-packed 
session because dealers can get expert 
advice on many of their business prob- 
lems. At the same time, the manufac- 
turers will be meeting in the upper 
tower ballroom while the field division 
members will meet in the lower tower 
ballroom. Each division will elect its 
officers for next year before adjoining. 
There will also be a drawing for attend- 


ance prizes at each coneurrent session. 

The general convention will convene 
tor luncheon on Tuesday, Oct. 7, to hear 
an inspiring talk by Dr. William H. 
Alexander who was so well liked when 
he addressed a previous convention ot 
NSOEA that he is only the second 
speaker ever to be invited tor a return 
appearance. 

A humorous three-act play will be 
presented to the entire convention on 
Tuesday afternoon by Globe-Wernicke 
Co. Titled “Awfuss to Office”, it will 
portray the evolution of an inefficient 
office into a completely modernized office 
on the huge stage of the hotel’s grand 
ballroom. A. C. Howard will act as 
master of ceremonies. Following this 
display of showmanship, the merchan- 
dising director for Philip Morris tobacco 
products will tell dealers how they can 
use showmanship in their own busi- 
A convention party will help 
registrants relax Tuesday evening. 

At a general business session Wed- 
nesday morning, dealers will hear tacts 


nesses. 








The invocation will be by Joserpu 
Muskegon, Mich. 


Ariz. 
THE BUSINESS OUTLOOK: 
Manhattan Co., New York. 


HOW 
Frank Bettcer, Wynnewood, Pa. 


ESSENTIAL 


land, N. Y., presiding. 








NSOEA Convention Program 


MONDAY MORNING, OCTOBER 6 


Grant Howarp, President of NSOEA, presiding. 


The convention will be opened by Paut E. Bursanx, NSOEA General Manage:. 
Horness, President, Browne-Morse Co., 


WHAT IS PAST IS PROLOGUE: W. Grant Howarp, Howard & Stofft, Tucson, 


Murray Suievps, Vice President, Bank of the 


MONDAY LUNCHEON, OCTOBER 6 
I RAISED MYSELF FROM FAILURE TO SUCCESS IN 


TUESDAY MORNING, OCTOBER 7 (Division Meetings) 
DEALERS: Aprian H. Pemsroke, Pembroke Co., Salt Lake City, presiding. 
BUSINESS EQUIPMENT—YOUR 
JOHNSON, American Mutual Alliance Assn., Chicago. 
Mr. Pemproke. QUESTION BOX. Reuspen S. Hastam, Attorney for NSOEA, 
and Pau E. Bursank, NSOEA General Manager. 


MANUFACTURERS: Howarp W. Guntocke, W. H. Gunlocke Chair Co., Way- 


(Continued on page 109) 


SELLING: 


INSURANCE: Newer R. 
IT’S A CONSPIRACY: 
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SITLKWORMS 
MADE NYLON 


—THERE MIGHT BE NO NEWS ABOUT 
IMPRESSION PAPER FOR MIMEOGRAPH, 
OFFSET AND SPIRIT DUPLICATORS... 


Just as a silkworm can't make nylon, you 
can't make quality impression paper on a paper 
nro Kaalla-MmeK-tile [alte Momo) ¢-Melial-Tam diate oh am Le) ola 
To make a variety of papers on one machine means 
a compromise. 

i oh amon Lol oX-Tamulel date MMurelaallal-Mm ler Mm of-1-1,Ma ol tiie ]al-to Mo lale ME 
built specifically to produce A. B. Dick impression papers—impres- 
Trola Mm oXel ol -1e Mmiilolol MLO Tobit A Mm-P Colailale MES ol-calilaeh ito Mam oleh 1-1 Mel s) 
nearly 70 years’ experience in the field of duplicating. 

The net result is impression papers that handle faster, easier, 
Tate Maslola-me-teelsrelulicolib eet iunl ola-tsilolam ole) ole Mialohmicoh am oldlelilmmal-fela 
color—impression papers that hold copy clear and sharp. 


For more information, simply mail the coupon below 


SAB DICK 


7HE FI ST NAME IN | OUPTICAT 


ya 


A B. DICK COMPANY, Dept. O-1052-P 
5700 W. Touhy Ave., Chicago 31, Ill. 


I'd like to know more about A. B. Dick impression papers. 
i ETE OT ee 
a oe eee oe 

TYPE CF OURLEATORN 

ADDRESS__ 


A ee 
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Are you harboring the 
HIGH, “HIDDEN” EXPENSE 





Most companies recognize the annoyance and confusion 
created by hand collating of papers. However, few 
really realize the fact that it is an item of 
considerable expense too! 
If any one of the scenes above 
take place in your company... 
you owe it to yourself to write 
for full facts on how a Thomas 
Collator can help you save 
time, save dollars and increase 
efficiency. 


FREE Learn how to L I| 
save up to 70%. Write ‘s OmmMmAS re) aAters 


for free collating analysis . 
sheet. Permits easy Specialists in paper gathering 


analysis of your paper 30 Church St., Dept. B., 
gathering costs. oe ® New York 7, New York 


eeeeeeveeveeeeeeeeeeeeeeeeeeeeeseeeeeeeeeeeeeeeeeeeeee eevee eeeeene 





Visit our display at the NATIONAL BUSINESS SHOW (Booth 326 and 361). 
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THE NSOEA EXHIBIT: Pact E. 


presiding. 


OUR MORAL NEEDS: Dr. 
Oklahoma City. 


AWFUSS TO OFFICE: A. C. 
nati, Master of Ceremonies. 
SHOWMANSHIP IN’ BUSINESS: 
Philip Morris & Co., New York. 


OPPORTUNITIES: Ben Situ, 
Bell Telephone Co., Dallas. 








Continued f? 

BURBANK, 
feature speaker to be announced later. 

FIELD MEMBERS: F. C. Wittiams, Yawman & Erbe Mfg. Co., Rochester, N. Y., 


m page 100) 


VSOEA General Manager, and a 


TUESDAY LUNCHEON, OCTOBER 7 


Witttam H. ALexanper, First Christian Church, 


TUESDAY AFTERNOON, OCTOBER 7 
Aprian H. Pemsproke, Pembroke Co., Salt Lake City, presiding. 
Howarp, President, Globe-W ernicke Co., Cincin- 


ZENN 


WEDNESDAY MORNING, 

Howarp W. Guntocke, W. H. Gunlocke Chair Co., Wayland, N. Y., presiding. 

THE COST OF DOING BUSINESS ON MAIN STREET, U.S.A.: Pact E. 
BANK, General Manager, NSOEA, Washington, D. C. 

General 


BY-LAW REVISIONS, REPORTS OF COMMITTEES, 


WEDNESDAY EVENING, OCTOBER 8 
ANNUAL BANQUET AND DANCE 


KavrMAN, Merchandising Director, 


OCTOBER 8 


Bur- 


Commercial Manager, Southwestern 


ELECTION OF OFFICERS 














on the cost of doing business in their 
own line compared with the costs of 
other retailers. Then there will be a 
compelling message on selling by a 
master of salesmanship. Before this 
session closes, such association business 
as by-law revisions, committee reports 
and election of officers will be conducted. 
A grand prize drawing will end the 
meeting. The convention itself will 
close Wednesday evening (or early 
Thursday morning) with the annual 
banquet. 

While ladies attending the convention 
with male-member escorts are invited to 
all general sessions, a special program 
is always arranged for the ladies alone. 
For instance, there will be a_ ladies’ 
breakfast on Monday morning with an 
Hawaiian theme and an afternoon tea 
that day will delight all those who are 
interested in art and interior decoration. 
Tuesday the ladies will attend a lunch- 
eon and fashion show, and on Wednes- 
day they will occupy the entire orchestra 
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floor of the Harris Theater to see “I 
Am a Camera.” Of course, they will 
join their escorts for the entertainment 
at the annual convention party on 
Tuesday night and the banquet and 
dance on Wednesday night. Convention 
co-chairmen Folger Fellowes and Glenn 
Chambers have worked long hours since 
early in the year to make this NSOEA’s 
ereatest convention. 

All in all, it will be a very busy time 
for those who attend. The vast display 
areas and the multitude of exhibitors 
offer a wealth of information to dealers 
while, at the same time, present the 
physical problem of getting around to 
see everything and everybody. Many 
retailers are meeting this problem by 
bringing additional members of their 
staff to Chicago for the sole purpose 
of covering the exhibits. By having 
each of their different department heads 
contact manufacturers in their particu- 
lar specialty, more can be gained from 
the convention. 








the greates 


new typewriter of all time! 


Amazing new “Magic™ Tabula- 


tor! Sensational new Carriage 


Control! Extra “Personalized” 


Key found on no other type- 
writer! 17 time-saving features! 


In addition to an improved “Magic” 
Margin to make margin settings even 
easier than before, the 


evel new 


“Magic” Tabulator, a new, exclusive 
feature which allows the secretary to 
operate tab with either finger or palm 
without moving her hands from the 
guide-key positions, aids speed. 


Royal Standard has a host of new and 
exclusive features! Not gadgets! 


They are helpful, time-saving con- 
veniences — each one designed with 
the operator in mind! 


So, don’t wait! You can have a free 
office trial of the new Royal Standard 
Typewriter simply by calling your 
local Royal representative. 


2 


Carriage Control, a new, exclusive 
feature which lets the secretary suit the 
carriage tension to her needs. Just a flip 
of the knob does it! No need to call in 
a repair man! What a convenience! 
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extra cost—a 43rd key with your choice 
of 3 combinations. Or, at slight extra 
charge, other combinations or business 


trade-marks. ABD 


3 Extra “‘Personalized” Key. At no 


New Time-saver Top. Look at the 
convenience here! “Touch Control” 
within easy reach. Easy-to-get-at spools 
for ribbon-changing. Press button .. . 
it’s all instantly accessible. 


See the Wonderful New Royal Standard Now! 


“Magic”? and “Touch Control” are registered trade-marks of Royal Typewriter Company, Inc. 
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Records Stay Put — because Boorum & Pease “ TOUGH 
NO-TEAR Sheets won't tear out of their ring binders. 

That exclusive muslin strip is tough enough Much by 
to support the whole weight of a full, stiff-covered VL) [1] 
ring book without tearing out at the holes. Ti Mt 
Records Stay Neat — B&P NO-TEAR Sheets save wel 

retyping because they won't tear out — 

can't get dog-eared. 30% less bulk too, because CO paper 
NO-TEAR sheets don’t have a double thickness 

like sheets patched with ring reinforcements. oe 


Four alternating widths of muslin strip 
further reduce bulking. 


NO-TEAR Sheets come in rulings and sizes 
for every purpose; in paper for practically 
every reproduction method. See your Stationer. 


ee 
Name 


= Mail ome 
 ——— 
rarer Boorum £Pease 


DEPT. 0-2, 84 HUDSON AVE., BROOKLYN 1, N.Y 
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Training Office Workers 
How to Communicate 


ROBERT J. SIMPSON 
Editor of “Coverace” at Employers Mutual Liability Insurance Co. of Wisconsin, Wausau. 


HE term “communications,” in its 
modern business sense, was new to a 
good many employees of our com- 
pany when we began talking about it. 
Not everyone liked the sound of the 
word (it’s still less than universally 
popular) and many could not identify 
the word with their work. It seemed 
essential, if we were going to do mueh 
promotion of better communications and 
use the word often, that we define it. 
Everyone was assumed to have a 


rather limited notion of communications, 
accurate as far as it went but not going 
much bevond the concept of mail, tele- 
phone and other message transmitting 
services. The problem was not one of 
finding a dictionary definition broad 
enough to cover the full significance of 
communications. We wanted to explain 
the meaning in terms of the employee’s 
own interests and, at the same time, 
build up a feeling that we would be 
talking about something important 


Guessing game 


Wandering around in an insurance ofhce, a visitor 


very often decides, “All desks look alike 


as if everybody is doing the same thing! 


It looks 
We know 


different, but do we always realize how multifarious 


(there will be an extra charge for that word) the 


jobs are? The pictures on this page and the next 


were snapped at random, mostly in Wausau. Can 


‘ , { 
you guess from what's shown (a) the name of the 


department and (b) the nature of the work being 


done? Identifications on page 13 


Features like 
this in the 
house organ 
edited by the 
author remind 
office workers 
of the impor- 
tance of their 
own jobs and 
those of their 
associates. 








whenever we 
munications. 

The alternative was to find another 
word which would serve the same pur- 
pose and be fully understood with no 
preliminary explanation. We failed to 
find one. Communications is a useful 
word. It carries a connotation of suc- 
originating and transmitting 
messages and getting them understood, 
a concept of the meeting of minds. Any 
other word would, it seemed to us, re- 
quire just as much or more missionary 
work. 

We realize that a great many clerical 
employees, as well as others, simply fol- 
low established routines in transmitting 
information and neither know nor care 
about the effectiveness of the messages 


again reterred = to 


com- 


cess in 


your guess? 


Connened from Page 11) 


Reverse of the fea- 


after they leave their hands. This 1s 
bound to be the case, vet it is an ad- 
vantage to have all employees know the 
central problems ot the business and to 
enlist their understanding of efforts 
made to solve them. Many of the ideas 
submitted in our suggestion plan indi- 
cate that office-worker-thinking about 
communications is well worth cultivat- 
ing’. 

Our opening round in the campaign 
to make the word “communications” 
better understood and to build up the 
importance of communications as a 
function was an article in our em- 
ployee magazine, Coverage. Illustrated 
with pictures of our own employees 
communicating and with eartoons sug- 


gesting the wide variety of ways in 


ture from the house 

organ, "Coverage," 

shown on preceding 
page. 











DEPENDABLE a pe) 
bs ae 


ONE AJAX SERVICE DATER... 


CAN DO THE WORK OF SIX RUBBER STAMPS 

The Ajax Service Dater can be equipped with word roll, slides or 
both for multiple use. Such words as RECEIVED—ANSWERED— 
PAID—FILED—SHIPPED—PAYMENT RECEIVED, etc., can be en- 
graved on one word roll taking the place of 6 rubber stamps. 

This sturdy, compact machine with one way automatic ribbon feed 
assures clear impressions at all times. Excellent for carbon forms 
because all wheels and dies are deeply engraved on solid brass. 

Send for our catalog which illustrates all types of timing, dating 
and/or numbering machines. 

Write us direct or see your local dealer. 


AJAX TIME STAMP CO., INC. 2° Broadway. 
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which people communicate, the article 


said: 


Do They Always Hear You Right? 


On the 
other day, one of us 
the effect all communicating, 
one way or another, most of the time. 
asked the little red- 
ride 


way home from the office the 


said something to 
that we're 
‘*You mean me?’’ 
who 
noon, ‘‘I’m not 


head bums a with us every 
eommunicating now, am 
1?’’ She glanced sideways at the driver, 
She 
right. She certainly 


‘‘Hi, Joe!’’ 
‘*Make mine apple pie,’ 


full power. was communicating all 
was, 

is communication, 

is communi 
eation, 


from vou to the waitress. 


‘*VYour account is overdrawn $174.40,’ 
is communication. 

‘*Give me liberty or give me death,’’ 
is communication, direct from Patrick 
Henry to us. 

‘*Policyholder won’t renew unless en 


dorsement is authorized,’’ is communica- 

tion. 
Filing? That’s communicating to peo- 

ple in the future. 


volved in sales. 


Communication is in- 
it’s the 
communica 


Some even say 
essence of 
tion 


Figures and statistics are communica 


selling—two-wav 


between salesman and prospect. 
tions just as really as words and letters. 
Whether we punch holes in cards, pre 
pare reports, keep a typewriter clicking, 
or dictate letters—we are pumping along 
part of the perpetual flow of ideas and 
information that keeps the 
alive. 

All this isn’t a case of stretching com 
parisons for the sake of the 
To see our job as a 


one 


business 


exercise. 
find the 
wav we 


whole or 
common denominator, the 
are all on the line,’’ ean 


be helpful. 


Same 


‘“ party 


Sometimes we make up our 


own conversations,’’ usually we are 


just passing along someone else’s mes 


sage. 
After the Pacific 
laid its new 502 


Gas & Electrie Co. 
mile gas pipe line from 
the Arizona border to San Francisco, it 
had to 


lines so 


string 360 miles of telephone 


repairmen and patrols could 


116 


eep in touch w ( ! stations ane 


headquarters, 

(\n amazingly elaborate system of radio 
and teletype circuits, automatic transmis- 
sion channels, with scores of mobile radio 
telephones, went into operation, 

It’s always surprising to see, in de 


} 


tal, how much a business uses com 


munications services, A modern firm 


needs communications so badly vou 


sometimes have a telling 


production oft 


hard time 


Whether its main job is 
the Acme Dojigger or operating a com 
Almost as 
go over the P. G. 
wires as through its pipe line. 
Get into a 
and 
a joke. By 


much 
and E, 


munications 


utility. 
‘oas’’ must 
commercial or financial 
that 


V oice 


ceases to be 
and written, typed, 
and printed word, by wire and by mail 
a company like 
constantly communicating. 


company, point 


Mutuals is 
Nearly every 


Employers 


expense of the company is, in a vividly 


real sense, an investment in communica- 
tion. 
Far fetched? with 


an item of our expense which is not di- 


Try to come up 
rectly and mainly connected with trans- 
mitting and You’ll 
find only a few boiler, 


ideas information! 
outside the ree, 


and rest rooms, 


Few Exceptions 


Decisions, originating of ideas, needn’t 
into the communications 
bracket. They’re exceptions, important, 
but they cost the company than 
picking up and delivering the raw ma 
terial for the 
eating them once they are made. 

Just delivered 


be squeezed 
less 
communi- 


decisions, and 


getting the 


enough. We’ve got to be 


message 
isn’t under- 
stood—fully and immediately. 
To be misunderstood is to get tea in 
stead of coffee, a dirty look instead of 
work 


a smile. To misunderstand is to 


up a 16-page report on Kansas tornado 
losses when the chief wanted a one-page 
losses. 


eall 


redhead, 


summary of Arkansas 
‘‘Tsn’t that what they 
the point ’?’’ asked the 


‘laboring 
“ray 


(Continued on page 
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 Ingileton 


10 QUALIFIED DISTRIBUTORS IN THE STATIONERY FIELD 
TO HANDLE THE COMPLETE LINE OF EVERLAST PENS 
ON AN EXCLUSIVE BASIS IN SELECTED KEY MARKETS 


EVERLAST writing instruments feature the change- 
able point. They are precision-made, handsomely 
styled and completely guaranteed—yet sell in the 
popular price range.* 


In today’s market, EVERLAST, expanding its 
national sales and advertising program, offers an un- 
usual opportunity to the distributor who will aggres- 
sively promote this line. 


@ THE EVERLAST '‘JEWEL-TONE"’ PEN 


Choice of 4 changeable points, 5 jewel-tone colors 
Sold in display cards of 12 or in bulk shipments to 
stock self-selling, handsome illuminated display. A big 
volume item! 





@ THE EVERLAST ‘'JEWEL-TONE'' PEN AND PENCIL SET 


The Everlast Jewel-Tone Pen with matching mechan- 
ical pencil in a handsome gift box. 


@ THE EVERLAST "EXCELLENCY'' PEN 


Choice of 4 changeable points. Luxurious gleaming 
white rhodium finish metal casing. Also offered in a 
matching pen and pencil set. Beautifully gift boxed. 


And .. . a sensational new addition to the | Hi 
THE EVERLAST ‘'EXECUTIVE'’ DESK PEN Ser DE LUXE / ¢ re) N TAC T 


fag desk set is sure to be _ hit + the ge Change- 

able point feature, streamlined design, choice of j 

colors, giant ink supply. Packaged in a stunning trans- } B. oom aoe rH bers 

parent circular plastic gift box! Cteome ‘dure "tee 

j National Stationery 

© fair traded f Convention, Qctober 
4-9—or write him now 
at our New York office. 

This attractive illu- 

minated display is 

typical of the 

EVERLAST  promo- : 

tional materials. It’s ; ” ; W: 

@ sure stopper and ; . w York: 

self-seller! It drama- : = — gw oy: 90 

tizes the choice of i ; j 

pen colors and ; bs ss ——— 644 Broo hat a wa 

points ... it’s a i ’ . ore 

writing desk for pen 

testing ... stocks a 

gross of pens and , 

points, yet occupies f hans, eR LAST wet 

amazingly little . RE a> 

counter space! Offer- Sire PEN AT ANN PRI : 

ed without cost in 

our special limited - 

time deal. 


Curlarle 


OVER 50 YEARS 
OF QUALITY 
PENMANSHIP 





SEE OUR EXHIBIT AT NATIONAL BUSINESS SHOW! (main floor 


remarkable office machines 


with NEW easy-to-sell, easy-to-service features! 


ase @ee eee 2S SS Se wee | OF 


cd 


* One-hand “touch system” operation 
- Compact. portable design 
+ Multiplies by engineering “short cuts” 


+ Electric and hand-operated models 


amazingly 
NOISELESS adding 


Unique rotary drive cuts vibration + 
Finger-fitting keyboard - 
Constructed in sections for easy servicing + 


3 electric. direct subtraction models - 


! 
' 
' 
! 
' 
' 
' 
' 
' 
i 
' 
! 
! 
t 
t 
p | 
1 
1 
I 
' 
! 
' 


Reem em em em em me ew ee ew ww ww 


Precision-built with world-famous Swedish steel 

throughout to be as speedy, efficient, fatigue-free and FAC i T INC 
wear-resistant in operation as modern scientific de- a 
sign can make them. 500 Fifth Avenue 

Your customers will like the unique extra features New York 36, N.Y. 

that assure more work in less time, with less effort 


and less service. : Tere - " 
Sole U. S. distributor of Facit Calcu- 
A FEW DEALERSHIPS ARE STILL OPEN. WRITE US FOR DETAILS. lators and Odhner Adding Machines 
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Electronics Featured at 
AMA Office Conference 
In New York, Oct. 16-17 


ics to office operations provides the 

major theme for this year’s office 
management conference of American 
Management Association. Demand for 
new efficiencies to offset the spiralling 
costs of traditional office methods and 
procedures may bring about a complete 
revolution in office management which 
will strike hard at time-honored con- 
cepts. This conclusion is based on a 
survey of qualified observers and repre- 
sentative executives in the field, con- 
ducted by AMA in determining the 
program for the conference. Approxi- 
mately 600 office executives from all 
over the country are expected to attend 


Tis growing application of electron- 


THURSDAY MORNING, OCTOBER 16 
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Chairman: K. B. Willett, Vice President, Hardware Mutuals, Stevens Point, Wis. 


ELECTRONICS AND THE OFFICE 


PROF. HOWARD H. AIKEN, Director, Harvard University Computation Laboratory, 
Cambridge, Mass. 


BUILDING A CHECK-LIST FOR DECISION ON ELECTRONIC ACCOUNTING 


MATT W. BOZ, Assistant Manager, Methods & Statistics Dept., Shell Oil Co., New York. 


DAVID V. SAVIDGE, Sales Manager, Univac Fac-Tronic System, Remington Rand Inc., 
New York. 


THURSDAY AFTERNOON, OCTOBER 16 (Concurrent Sessions) 
Chairman: Edward Schulz, Associate Professor, Dept. of Management, 


New York University. 
A REPORT ON ELECTRONIC ACCOUNTING 
E. J. CUNNINGHAM, Assistant Controller, Monsanto Chemical Co., St. Louis. 


WHAT CAN THE SMALLER OFFICE DO NOW? 


JOHN A. SONNICHSEN, Assistant Treasurer & Office Manager, 
American Hard Rubber Co., New York. 


WILLIAM BOWMAN WORTHINGTON, Hughes Aircraft Co., Tucson, Ariz. 
(Continued on page 120) 


K. B. WILLETT 
Vice President, AMA 
Office Management Div. 


the two-day meeting at the Hotel New 
Yorker, New York, Oct. 16-17. 

New developments in the use of elec- 
tronic machines will be reviewed at the 
opening session by Prof. Howard H. 
Aiken, director of the computation lab- 
oratory at Harvard University, who will 
also separate “fact from fantasy” in a 
report on the capabilities of these new 
machines. Prof. Aiken feels that the 
full possibilities of electronics in offices 
can be realized only if the office execu- 
tive will lay aside his awe of technicali- 
ties and tell his needs promptly and 


AMA Office Conference Program 








(Continued from page 119) 
Chairman: H. F. van Gorder, Director, Methods Pianning Div., U. S. Steel Co., Pittsburgh 
DEVELOPMENTS IN OFFICE WORK MEASUREMENT 


Panel: WILLIAM H. BRUSH, Chief Administrative Engineer, Atlantic Refining Co., 

Philadelphia; ROBERT E. FENDRICK, Methods & Standards Div., Chemical Bank & Trust 

Co., New York; JOHN C. MORRIS, Secretary, State Farm Life Insurance Co., Bloom- 
ington, Ill. CHARLES DENT, Hardware Mutuals, Stevens Point, Wis. 

FRIDAY MORNING, OCTOBER 17 


Chairman: E. H. Conarroe, Manager, Policyholders Service Bureau, Metropolitan Lite 
Insurance Co., New York. 


MANAGEMENT DEVELOPMENT IN THE OFFICE 
THOS. E. HURNS, Secretary & General Accountant, Detroit Edison Co. 
OFFICE MANAGEMENT FUNCTION IN THE COMPANY ORGANIZATION: 
TRENDS & GOALS 


JAMES E. McCABE, Secretary, Merck & Co., Rahway, N. J. 
FRIDAY LUNCHEON, OCTOBER 17 


Chairman: Lawrence A. Appley, President, American Management Assn., New York. 
A LOOK AT THE WHITE COLLAR 
C. WRIGHT MILLS, Associate Professor of Sociology, Columbia University, New York. 
FRIDAY AFTERNOON, OCTOBER 17 
Chairman: Simon Collier, Director of Quality Control, Johns-Manville Corp., New York. 
QUALITY CONTROL IN THE OFFICE 
Panel: DALE LOBSINGER, /n Charge of Quality Control, Transportation System, United 


Air Lines, Denver; FRED £E. SHELTON JR., Office Managrr Standard Register Co., 
Dayton, Ohio; A SPEAKER from Aldens, Inc., Chicago. 


irr rrrrrerrretetertéerttrttrttftietosesosesoseoLLeiseeeee reed) 


forcefully to the scientists and engineers. 
He will summarize the latest develop- 
ments here and abroad and give a 
realistic picture of the future of elee- 
tronics in the office. 

The building of a checklist for mak- 
ing decisions on the adoption of elee- 
tronic accounting equipment, as used 
by Shell Oil Co., will be deseribed by 
Matt W. Boz, assistant manager of the 
methods and statistics department, and 
David V. Savidge, manager, 
Univae Fae-Tronic System, Remington 
Rand, Ine. 

A report on a full year of experience 
with electronic accounting operations 
will be given at an afternoon 
by E. J. Cunningham, assistant con- 
troller, Monsanto Chemieal Co. This 
will be tollowed by a discussion of the 
problems of getting a smaller office 
ready to take advantage of electronics 


sales 


session 
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in the conduct of its operations by John 
A. Sonnichsen, assistant treasurer, 
American Hard Rubber Co., who will 
report on how his company overhauled 
its office methods to be ready for the 
shift to electronics. 

Work measurement in the office will 
be discussed by a panel of representa- 
tives of several leading companies in- 
cluding Chemical Bank & Trust Co., 
Atlantic Refining Co., Hardware Mu- 
tuals and State Farm Lite Insurance. 

At a session on organization, sched- 
uled for the second day of the confer- 
ence, executive development in the office 
will be explored by Thomas E. Hurns, 
secretary and general accountant, De- 
troit Edison Co. The place of the office 
management function in the company 
organization will be discussed by James 
E. MeCabe, secretary, Merck & Co. 

The subject of quality control in the 
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MADE IN 5 
DEGREES 
Oe, 1....00. SOF 
No. 2.....MEDIUM 
No. 2%......FIRM 
No. 3.......HARD 
No. 4..VERY HARD 


ustness Pencil of He Weld 


@ SMOOTHER .. i leod thot writes with Effortless Ease! 


@ LONGER WEARING... supertine Complastic graphite more writing capacity! 


@ STRONGER. wood ead Waging 


tS 


Sa 
@ NEATER ... unexcelled eraser “cleans as r 
ae 


. itn, mer & % 
@ STURDIER .... distinctive yellow bonded ferrule—the mark of qualitys ae 


@ MORE ATTRACTIVE... all-new, eye-catching packaging! 
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WAYS TO 
REDUCE 


| ACCOUNTING 
COSTS 


my 





CESCO'S 
MULTI-RITE 


Accounting Pegboard 
This new way to record 
data increases efficiency 
because one writing gives 
3 or more complete 
records. Excellent for Pay- 
or Accounts Receiv- 

saves 2/, in time. 


roll 


able 








CESCO'S 


FLAT-RITE 
Visible Binders 
The Visible Binder with 
automatic shift that opens 
20% closer to the desk-top, 
giving a smoother, flatter, 





writing surface. Records 
are neater — easier to read 
and to locate. 





Get Complete Details. 
Write For Descriptive 
Literature Today. 


©Steppant. 


44-03 21st Street Long Island City, N. Y. 
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office will headline the final session. 
There will be a panel discussion present- 
ing case histories of four companies: 


| Johns-Manville Corp. by Simon Collier, 
| quality control engineer; Standard Reg- 





| ister Co. by Fred E. Shelton Jr., office 


manager; United Airlines by Dale 
Lobsinger and Aldens, Ine. At a special 
luncheon session, Prof. C. Wright Mills, 
author of White Collar, will discuss 
office employees from a_ sociological 
viewpoint. 

For the first time at an AMA office 
management conference, a workshop 
exhibit will be presented as a special 
feature. This will be an educational dis- 
play of materials covering space utiliza- 
tion—layout and methods, organization, 
and the methods department’s place in 
the company organization. 


Effortiess Typing 


EMMA C. GEORGE 


NE reason for typing fatigue is in- 

correct posture. Frequently we see 

someone slumped over a typewriter. 
This slouching habit presents a most 
unattractive picture but, more impor- 
tant, it causes much of the complained- 
of weariness. Many persons maintain 
proper posture, yet they sometimes suf- 
fer from a backache after typing for 
only a short time. Consequently, some 
other cause must be responsible. 

Several years ago, I attended a lec- 
ture conducted by a young man who 
held a speed-typing title. After giving 
demonstrations of his skill and speed, 
he faced the audience composed of 
stenographers and typists, and inquired, 
“Flow many of you notice a pain across 
your shoulder blades about two or three 
o’clock every afternoon?” The majority 
of those present raised their hands. 

“Well, to what do you attribute that 
pain?” he continued. 

“Sitting in a draft,” one young lady 
quipped. 

“Perhaps so,” the expert declared, 
“but I believe there is another reason.” 
Turning to the young woman who had 
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made the remark, he asked, “Would you 
mind stepping up here?” The young 
lady trotted up to his desk. Seating him- 
self before his typewriter, he requested 
her to place her hands against the back 
of his shoulders while his fingers sped 
over the keyboard, and to tell him 
whether she could feel any of his shoul- 
der muscles moving as he typed. She 
did as commanded and stated that she 
felt no movement. 

He invited her to take his place. What 
a different picture we beheld! Instead of 
the relaxed figure he had presented, she 
pounded the keys with a vengeance in 
an effort to match his speed, moving 
not only her fingers and hands, but also 
her arms and shoulders. While we 
stared at this amusing display of elbow 
jiggling, the instructor stood behind her, 
resting his hands across her shoulder 
blades as she performed. Just as he had 
expected, he could feel all the upper 
muscles of her back in motion. The con- 
stant exercise of these muscles places a 
strain upon them which results in the 
weariness and discomfort. All this need- 
exertion can be 
proper method of typing. 

To turther illustrate this point, the 
voung man onee more sat before his 
typewriter, but this time we observed 
him more closely. As he typed, he held 
his arms at his side in a fixed position 
and moved only his 


less 


woman had done. This, he explained, 
was the secret of the experts: to exercise 
only the fingers, holding the arms rigid. 

After the lecture, | rushed back to my 
typewriter to try this svstem. At first it 
seemed awkward. I realized that I, too, 
had been guilty of exercising more than 
my fingers as [ typed. In a short time, 
however, [ mastered this technique and 
now | not only can type for long 
stretches of time without tiring or ex 
periencing any backache, but L have ae- 
celerated my typing considerably. Every- 
one who depends upon the typewriter 
for a livelihood will discover that this 
technique will pay dividends. 


THe Orrice—October, 1952 


avoided by the | 


fingers, not his | 
hands, arms or shoulders as the young | 


CUT YOUR COSTS 


Use Atlas Systems 
of Vertical Filing 
for Offset Plates 
Duplicator Stencils 


ATLAS C JUMBO MODEL 


The C Jumbo Model (26!/."' wide, 28'' deep 
and £2'' high) is a two drawer ball-bearing 
suspension unit constructed of extra heavy gauge 
steel. Each drawer is equipped with a separate 
frame of heavy gauge steel with smooth run- 
ners on which the hangers glide easily. Espe- 
cially designed for the larger offset plates up 
to 2\'' wide the C Jumbo also solves the prob- 
lem of filing larger stencils, blueprints, x-rays, 
swatches, etc. The record to be filed is sus- 
pended on your choice of the three types of 
Atlas hangers available in the 22'' width. 


STOP AND LOOK 


at the latest additions to ASF Vertical Files, 

Booths C-3 and C-4, NSOEA Convention, Oct. 

4 to 8, Chicago, Illinois. Booth 310, National 

Business Show, Oct. 20 to 25, New York City. 
Write for illustrated literature. 


ATLAS STENCIL FILES CORP. 


1662 EAST 118th STREET, CLEVELAND 6, OHIO 


125 








NE of the most penetrating com- 

ments I have ever read or heard on 

the importance of treating people as 
human beings in their working relation- 
ships was made by Dwight D. Eisen- 
hower in his Crusade In Europe: “An 
early deficiency in our wartime army 
involved a dismaying lack of comprehen- 
sion on the part of our soldiers as to 
fundamental causes of the war... . That 
a soldier should understand why he is 
fighting would not seem to be an argu- 
able point. Yet ... commanders attempt 
to oversimplify this psychological prob- 
lem with the assertion that soldiers fight 
for only a few simple and essentially 


local reasons ... pride in a unit, respect 
for the opinion of comrades, and blind 
devotion to an immediate leader.” 
When we consider the process of su- 
pervision, the aptness of this observation 
is striking. The most important single 
technique that contributes to the super- 
visor’s success is his regard tor the peo- 
ple working under him and his treat- 
ment of them as human beings whose 
rights and feelings must be given under- 
standing and consideration. In this ap- 
proach, telling why is the touchstone by 
which the supervisor must be guided and 
nowhere within his area of respousi- 
bility is this more vital than in assign- 


Ewing Galloway, N. Y. 
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ing and directing the work of sub- 


ordinates. 

TO (ae What do we mean by assigning work? 
Is it just a matter of possessing author- 
itv and telling someone what to do 
what the dictionary defines as the “abil- 
itv to order with authority’? If so, 
there would be little point in spending 
any time on the concept that the worker 
is an individual, analyzing factors of 


ON YOUR OFFICE TEAM motivation or worrying about employee 


relations. Rather our whole approach to 
what has sometimes been termed the 
“command” function must be geared to 
the concept of leadership in which the 
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subordinates. 
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In today’s on-the-job environment, 
supervisors must motivate — not man- 
handle people. To give and _ satisfac- 
torily secure the execution of a com- 
mand, today’s supervisor must strive 
for cooperation—not resentment. While 
it goes without saying that the prime 
requisite in making assignments is eon 
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sideration by the supervisor of the work- 
er’s skills and specific abilities, it is 
equally vital that he must take other 
factors into account. Among the more 
important of these are: 

1. Resistance to change or innovation, 
Most people show a basic human tend- 
eney to resist the new or a reluctance 
to depart from the routine, So far as 
possible, supervisors must prepare their 
subordinates for changes in routine, 
process, assignment, location, ete. Let 
them know in advance! This gives the 
worker a chance to think about and 
voice his own ideas. More, it gives him 
time to digest the idea and grow accus- 
tomed to it. Above all, explain the 
reasons for the change. Show him the 
advantages not only to the organization, 
but to himself. Tell him why he has 
been selected if the assignment is an 
agreeable one or suitable to his work 
level, and especially if it is undesirable 
or onerous, 

2. Existence of differences among in- 
dividuals. All people will not react 
similarly to a change in assignment. 
The supervisor’s understanding of dif- 
ferences among individuals should in- 
elude recognition that: (a) Different 
tvpes of jobs are liked or disliked to 
different degrees; (b) People differ in 
their rates and habits of learning and 
performing; (¢) Individuals differ in 
their interests, motivations, and re- 
sponses; (d) Different degrees of super- 
visorv. attention and follow-up are 
needed for different individuals. 

3. Existence of differences among 
jobs. Most supervisors acknowledge the 
existence of differences among people 
but they may forget that, in making as- 
signments, these must be tied in with 
differences in jobs. Some tasks may be 
easy, some hard. Some may be _ inter- 
esting, others routine and monotonous. 
Some may be pleasant and desirable, 
others decidedly unpleasant and onerous. 
Physical environment or conditions will 
vary from agreeable to filthy, noisv or 
dangerous. Consider, as a precondition 
to making assignments, that while no 
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formula can be devised to fit any or 
every employee in all circumstances, 
neither can assignments be made in an 
off-hand, unplanned manner if the best 
results are to be achieved in’ produe- 
tivity, cooperation morale, and exer- 
cise of supervisory leadership. 

All workers deserve a chance. In the 
eagerness to get things done with as 
little disruption as possible to routine 
or smoothness of operation, do not be 
tempted to use only certain workers for 
certain jobs—those who are known to 
he able to do the work. Compare the 
relative importance of a temporary dis- 
ruption to the possibility of develop- 
ing new skills in individuals, the chance 
to spread work dispersing know-how as 
widely as practicable. In so doing, uti- 
lize at least two techniques which will 
save wear and tear and assist making 
the decision: (a) Rotation of staff to 
spread work evenly and regularly and 
wean away from the temptation to spe- 
clalize assignments. (b) Maintenance of 
records on individual progress for the 
purpose of assisting in employee se 
lection and work assignment. 

Almost everywhere one finds workers 
who are always willing to volunteer for 
a new or additional assignment or ac- 
cept responsibility. Because this may be 
a path of least resistance for the super- 
visor, he must consciously guard against 
a tendeney to take advantage of such 
employees. This is as unfair to this type 
of worker as it is to others who are not 
so willing and must be taught to accept 
their fair share of the work. Unless the 
supervisor spreads assignments fairly, 
he is not working toward the develop- 
ment and growth of his group. He is 
losing the chance to provide greater 
flexibility in operations and may be stor- 
ing up future difficulties for himself 
when confronted by resignations, lay- 
offs, vacation periods or the need for 
emergency action. 

If all these cautions and techniques 
are kept in mind by the supervisor, 
can we assume his orders and instruc- 
tions will be assured of proper execu- 
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tion by subordinates? Is it sufficient for 
a supervisor to be aware of the environ- 
mental and human factors which affect 
the job or is something else needed to 
secure the effective implementation of 
orders? 

To answer these questions, it must 
be pointed out that instructions and as- 
signments are often bungled or misun- 
derstood due to a number of fairly com- 
mon faults on the part of supervisors 
themselves. Among the more usual of 
these faults are: 

1. Failure to explain the why of the 
order. 

2. Insufficient information supplied 
to worker or, conversely, too much de- 
tail is piled on worker. 

3. Instruction given too hurriedly, 
without appreciation of factors in- 
volved, without adequate training. 

4. Assignment conflicts with previous 
orders or methods or existing policy. 

5. Supervisor’s own attitude shows 
lack of agreement with or belief in order 
being transmitted to subordinate. 

6. Authority compatible with respon- 
sibility is not delegated. 

7. Failure to have instruction repeat- 
ed by worker to show understanding. 

8. Failure by supervisor to exercise 
proper or any follow-up. 

The reader, no doubt, ean add to this 
list at considerable length. The impor- 
tant question to be answered is after 
recognizing the existence of these atti- 
tudes and practices, how can the super- 
visor best prevent their occurrence and 
assure himself and the employee that 
assignments are being given only after 
-areful consideration of the work itself, 
the employee’s abilities, and the neces- 
sary motivations? 

This can best be done by the reitera- 
tion of a set of principles which are 
certainly not new but, if followed, can- 
not help but remind the supervisor of 
his own responsibilities and needs in 
assigning work to others. Among the 
more important of such principles are: 

1. Thorough knowledge by the super- 
visor of the assignment to be made in 
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terms of the manner in which it must be 
earried out. The supervisor need not 
know the actual detailed operations of 
a job as intimately as the line operator. 
He must, however, be sufficiently versed 
in all operations under his jurisdiction 
to be able to think out clearly and pass 
down the line accurately those instrue- 
tions which will insure the most satis- 
factory completion of the task. He must 
see the specific assignment in- relation 
to others currently being worked on; de 
termine or discover the for the as- 
signment in order to pass on to staff the 
why of its exeeution; and, be prepared 
to discuss plans and methods with his 
subordinates in order to take advantage 


of their experience and suggestions. 
9 


need 


Careful planning by the supervisor 
itself but, 
equally important, the manner in which 
instructions will be issued. This demands 
a good knowledge by the supervisor of 
the abilities, strengths and weaknesses ot 
his people. What have been his past ex- 
periences with particular individuals on 
similar assignments? Which people re- 
act best to detail work? Which prefer 
complex, intricate tasks? How well or 
how quickly do they respond? How 
much review is necessary? What can be 
safely omitted? Should instruction be 
by lecture, demonstration, in writing, 
through conference, or a combination of 
two or more? 

Written orders should always be used 
when: 

a. The task to be 
tailed or complex. 

b. They are spread among or involve 
a number of people. 

¢. The employees to whom they are 
directed are prone to misinterpret verbal 
orders. 

d. A initi 
ated or an old one revised or deleted. 

e. Particular workers will) be held 
strietly accountable because mistakes are 
hable to be serious. 

Verbal orders may be used when: 

a. The task to be performed is simple 


not only of the assigument 


performed is de 


hew procedure Is heing 


| or of an everyday, routine nature. 
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b. Time does not permit (a written 
order should follow to eonfirm). 

e. Discussion and/or demonstration is 
desirable (again, may be confirmed by 
written order). 

d. Job is to be closely supervised 
throughout. 

While these are but a few of the pos- 
sible considerations, they serve to point 
out that, except for the most casual, rou 
tine or simple type of assignment, it is 
vital for the supervisor to plan care- 


fully and conscientiously his transmis- 
sion of orders. 

3. Use of proper techniques in the 
actual giving of instructions. The best 
laid plans are worthless without ade 
quate methods of putting them into ef- 
fect. One of the best ways for assuring 
successtul comprehension and 
ance of instructions is to give reasons. 
When people know why they are to do 
something; when, further, they have an 


acce pt- 
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facturer’s claim is that you look better, 
work better and feel better. A free 16- 
page brochure, No. A-220-1, entitled 
‘*Correct Seating’’, pictures the manner 
chair provides the six 
essential requirements for correct seat- 
ing: arm and shoulder comfort, lumbar 
curve support, pressure off cocecyx, cor- 
rect slope, leg comfort, and body doesn’t 
touch metal. A combination of alumi- 
num and wood, this Correct Seating Chair 
is comfortable, strong and distinctive. 


in which the 


ADDING MACHINE 
Adding Machine Co., De- 
32, Mich., announces multiple-total 


Burroughs 
troit 
machine capable of giving totals up to 
four sets of 


99 billion and handling 


This 


simultaneously. 
highly-streamlined machine combines ver- 
satility of performance with the overall 
proportions and easy portability of desk 


figures compact, 
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model business machines. It is the result 
of five years’ engineering research 
prompted by the demand for a desk 
model adding-subtracting machine with 
enough versatility to meet all the nor- 
mal adding and subtracting requirements 
of the average bookkeeping and account- 
ing system. Machines were styled by 
George W. Walker in long, clean flowing 
lines, and are finished in a new amber- 
gray shade, color-engineered to eliminate 
eye-glare. Production on two models is 
underway. One is a 13-column keyboard 
model which delivers the 99 billion totals 
and has an internal memory system mak- 
ing it possible to handle four sets of 
figures at the same time. The second is 
a 10-column machine. Each will deliver 
instantaneous group as well as grand 
totals. Each will add and subtract with 
equal ease and print true minus totals 
without extra operations. A model in 
each style will be also available with a 
wide carriage. Simplified ease of opera- 
tion has been stressed in developing 
these models. Every figure and total on 
the tape is clearly identified. Because 


the machines return four sets of figures 


at one time, the operator is spared re- 
peated handling of sales slips or other 
similar forms. Totaling and entering is 
further simplified by a Shuttle Lever. 
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ELECTRONIC COMPUTING 


Eckert-Mauchly Div., Remington Rand 
Ine., 315 Fourth Ave., New York 10, 
N. Y., announces the Univac Fac-Tronic 
System, a complete electronic computing 
system for processing both numeric and 
alphabetic data without special coding. 
The Univae system can be used for many 
fact-finding applications from comprehen- 
sive statistical problems of the U. S. 
Census Bureau and large insurance com- 
panies, to complex mathematical formulas 
and records analysis for industrial organ- 
izations. Basic units of the Univac sys- 
tem are an external metallic tape and an 
internal dynamic mobile mercury mem- 
ory. One reel of the metallic tape con- 
tains in a magnetic code, 1,440,000 digits 
or characters, equivalent to the informa- 
tion that may be recorded on 18,000 
punched cards. The computer’s internal 
memory, the dynamic mobile mercury 
tank, will ‘‘remember’’ 12,000 digits or 
characters at one time. The digits in 
the metallic tape represent the data to 
be acted upon by Univae and instruc- 
tions for arranging and calculating data. 
A booklet which describes in detail all 
the component parts of the system can 
be secured free by writing for booklet 
EL109. 


STORAGE CABINETS 


Borroughs Mfg. Co., 3002 
North Burdick, Kalamazoo, 
Mich., makes heavy gauge 
steel Flexi Storage Cabi- 
nets which have adjustable 
sliding shelves and remov- 
able sliding doors. The 
shelves require no bolting. 
The doors can be removed 
in a few seconds without 
tools. Flexi Storage Cabi- 
nets with these features are 
available in the following 
sizes: No. 7812 SD is 38” 
wide, 78” high and 12” 
deep; No. 7818 SD is 38” 
wide, 78” high and 18” 
deep; No. 4218 SD is 38” 
wide, 42” high and 18” 
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a ep; No. 


and 12” 


1212 SD is 38” wide, 42” high 


deep. Complete information 


from above address. 


STAPLER 
Neva-Clog Products, 


ticut Ave., 


Ine., 916- Connee 


Bridgeport, Conn., makes the 


Neva-Clog Two-Way Stapling Plier J-80 


which has been modified to provide an 
featherlight shift of the anvil 
permanent to temporary 


improved, 
fron 
And a more perfect 
Action 


fastening 
pinning (temporary ) 
revised 


becnuse oft completely 


Pe LPR ENE RR A LI hE 


anvil design. A button on the bottom of 
the stapling plier does the shifting in a 
split second. Handle spring tension ace 
that it 
clinch or a 
The temporary staple 
hack of the 
stick up to 


curately positions the anvil so 


delivers either a permanent 
temporary staple. 
is bent flat 


pa per. 


against the 
Staple ends do not 


snag on other papers 
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SAFES 
Steel 
Ohio, 
new and modern designs of 
the Hercules C-Label Safes 
in a 


Meilink 


Toledo 6, 


Safe Co. 


AnNOUNnECeS 


variety of sizes and 
wrinkle 
in special 


finished in 
rray enamel or 
colors. All 

Underwriters’ 


styles, 
models bear 
one-hour, 
and 


Class C T-20 burglary 


labels, plus the relocking 
device and SMNA 
New include sizes 
with inside width of 181%” 


to accommodate the popular 11” x 17” 


labels. 
models 


binders. They are also available in extra 
depth, thus providing the dealer with a 
wider and more flexible line of Class C 


sates, 


ADDRESSING MACHINE 


Klliott Addressing Machine Co., 
Albany St., Cambridge 39, Mass., 
the Elhott 


199-b 
makes 
\ddresserette, a low cost ad 
dressing machine for business or personal 


use. It has a feeding hopper that holds 


125 1144” x 3” address stencil cards which 
are ejected into a receiving hopper after 
addressing. Addressing stencils are eas- 
typewriter. Ma 


chine’s operation is semi-automatic and 


ily prepared on any 
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it will address width, 
eight times faster than hand addressing. 


print 


material of any 


Operator can addresses consecu 
tively or repeat them. Results are of the 
same quality as done by large addressing 
machines. Machine is finished in green 
crinkle enamel with chrome trim and red 
plastic handle. Illustrated 


machine ’s 


literature 


showing complete operation 


can be had from above address. 
PAPER SHREDDER 
Willoughby 


srooklyn 5, N. Y., announces a new 


Shredmaster 205D 


\ve., 
model of the Shredmaster which is able 


Corp., 


to reduce papers of postage-stamp size 


to fine, dustless shreds through the addi 
tion of a conveyor belt, geared to and 
with the 


Cancelled 


svnehronized rotary shearing 
assembly, checks, tabulating 


eards and checks, pharmaceutical labels, 
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boxtops, premium coupons and small 
papers difficult to destroy by other meth 
ods, are processed smoothly and quietly 
with the durable and trouble-free Shred 
master. Slightly larger than a standard 
typewriter, this machine can be easily 
moved around the oftice. For safety, all 
moving parts are enclosed and a simple 
switch control 


eliminates the need for 


skilled operators, Maintenance is negli- 


gible. In addition to shredding small 


papers, Shredmaster renders into unread 
able shreds confidential documents, ob 
which 


unauthorized 


solete records, and other papers 


must be safeguarded from 


Uses, 


It can also be used for the conver 


sion of mate- 


Wastepaper 
Shreds are 
litter, and 


necessary to 


into packing 


rials, free from lint and 


retain the tensile strength 


support packed articles, 


Literature from above address, 


INDEX BRISTOL 
Neenah Paper Co., Neenah, Wis., offers 
a free index card selector called, ‘* Your 
Guide to Better 


prises 544” x 8” 


Indexing’’. This com 
samples of index bristol 
in all colors bound together with a brass 
evelet and tabbed so that any item can 
be quickly 
printed 


located. On the samples are 


such information as standard 


index tab sizes, card sizes, stvles of in 
dexing and 


ruling, and color eontrol 


principles. 


MODULAR FURNITURE 

Art Steel Sales Corp., 170 
West 235rd St., New York 
63, N. Y., makes the Uno 
All-In-One Desk Office Svs 
tem. There are 19 intel 
which fit 
readily into the desk. Basic 
size of the system is 3014" 


changeable units 


high, 18” deep and 4044” or 
5814” long. Partitions are 


D0” high. There are units 


to answer every require 


ment in the minimum of 
floorspace. Units can be as- 


sembled by anyone to pro 


141 








duce a custom-made office to suit individ- 
ual requirements. All sections, units, 
partitions and panels are made of high- 
furniture steel, electrically 
welded for greater strength and designed 
to fit accurately to provide uniformity 
throughout an office. It incorporates 
Steelmaster Build- Up- As- You-Go- Along 
units for Steel 
master easy roll file units and easy glid- 


est grade 


unlimited combinations. 
ing card cabinets are available for use 
with the system. The basic No. U-1 unit 
sells for $98.50 k.d. Illustrated literature 
from 


above address. 


VISIBLE RECORD SYSTEM 
Diebold, Ine., 2047 Mulberry Bd.. B. E.. 
Ohio, makes V-Dex for main 
accurate, visible control of all 
stock, production, ered- 


Canton 2, 
taining 
tvpes of records 


it, sales, collection, personnel, purchasing 


that 
handling. 
Diebold \ 


and any others require 


Operated 
Dex 


constant 
without 
makes it 


accurate 


gadgets, pos- 


sible to add or remove a wide variety 


of record sizes smoothly, simply, 
and 


easily 
is ideal for either hand or machine 


posting. V-Dex is manufactured of high 
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grade furniture steel, finished in Diebold 
chroma-gray fine wrinkle. Several models 
are available to fill various business re- 
quirements. Details and specifications are 
included in a six-page folder available 
from above address. 


FLUID DUPLICATOR 
Standard Duplicating Machines Corp., 
Everett 49, Mass., makes the Model 
C9ED Standard Coronet Fluid Duplicator 
with De Luxe Feeder which takes 
a full ream of paper at one loading and 
accurately feeds 80 sheets a minute. The 


Ream 


correct feeding level of the stock is aceu- 
rately maintained and Standard’s pat- 
ented stripper pin permits precision ma- 
chine feeding of copy paper or card stock 
even when intermingled. Feeder works 
quietly, is ruggedly built and trouble- 
free. Illustrated literature from above 
address. 


CHECK-DESIGN SAMPLES 


Todd Co., Dept. O, Rochester 3, N. Y., 
offers a free brochure outlining methods 
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A message to users of ONE-TIME CARBON FORMS: 


How 


To § 61 On Every Thousand Typed Forms! 
Save 


Here’s A Typical Example: 


Company ""A”’ used a S-part 8'2 x 11 one-time carbon 
form. 100,000 per year. 


The cost of the one-time carbon paper for 1,000 of those 
forms was 


When Company ‘‘A”’ switched to Repeat-O-Pak reusable 
floating carbon paper with continuous forms, the cost of 
the carbon paper per thousand typed forms dropped to 


only ; Sollee Silcuaicha ied lave Lae 
Carbon Paper Savings On The 1,000 Forms... 


Multiply that by 100 and you can see that Company "A”’ 
iS NOW saving $1,061 every year on the 100,000 forms 
they write! 





Take a tip from some of the shrewdest office managers in the country — 
men who control the forms-writing methods of companies like the Chrysler 
Corporation, Republic Steel Corporation and Santa Fe Railroad... 


It will pay you handsomely to get the facts. Just send us a sample of your 
form, the approximate yearly quantity used, and the name of your forms- 
writing equipment. We'll gladly make the analysis for you at no obligation. 


apeat-0: Pak 


STANDARD MANIFOLD COMPANY Dept. 410-52 


Carbon Papers ¢ Inked Ribbons «© 333 W. Lake St. © Chicago, Ill. ¢ Offices in 
Principal Cities . In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 
* 


f, 


floating carbon paper for 


LB. M. and Underwood Formswrites Moore Carbon-Sarer and Uarco Adapters. 


” “ee . : : 
used on all kinds of forms-writing machines 





Ranid processing with 
“3M” all-aluminum plate! 


... NO special equipment needed 


Presensitized for immediate exposure and 
quick development, ‘‘3M’”’ PHOTO-OFFSET 
PLATE is quick and easy to process. Here’s all 
you do to make a finished plate of the highest 
professional quality: 1. Expose plate. 2. Rub 
with gum arabic. 3. Apply “3M” Image De- 
veloper. 4. Wash with water. 5. Mount on 
press. That’s all there’s to it! And, there’s one 
step processing with “3M” Rapid Desensitizer 
for short runs. Takes only seconds! 


PERFECT REPRODUCTION. This 
smooth all-aluminum grainless 
““3M”’ Plate prints perfect, round 
halftone dots. Takes halftone 
screens of up to 300 lines. And 
it’s oxidation-proof. 


a“ 


PERFECT PERFORMANCE. Al/l- 
aluminum ‘‘3M’’ PHOTO-OFF- 
SET PLATE won’t stretch— 
won't wrinkle—won’'t oxidize. 
Dependably delivers exact color 
register even on longest runs. 








and-wrinkle-proof. 6. Handy, safe storage for re-runs. 


QUICK FACTS— 1. Won't oxidize. 2. Exposure and developing time unaffected by 
temperature and humidity. 3. Easy additions or deletions. 4. Finest quality printing. 5. Stretch- 








Available in 10”x15%”" for No. 1250 


MINNESOTA MINING & MFG. CO. 

Printing Accessories Division, Dept. 0102, 

St. Poul 6, Minn 

[| Send FREE samples of work done by "3M" 
PHOTO-OFFSET PLATES, plus full information 
and price list 
Arrange for a demonstration. We do [_] do 
not |_| make our own plates. 
No. and type of presses. 


Multilith Press. 10”x16” for Davidson Press 


Sensinzed Alummum 


PHOTO-OFFSET PLATES 


yy 


Made By The Makers Of 


“Scotch” Brand Cellophane Tape 


4) Made in U.S.A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minn., also makers of 
= Spherekote”’ Brand Drawsheets and Blankets, ‘‘Spherekote’’ Brand ‘Clympan Covers 
and Frisket Papers. General Export: 270 Park Avenue, New York 17, N. Y. In Canada: 


London, Ont., Can 


Ask your local plate-maker to supply your next job on "3M" plates. 


THe Orrice-—October, 1952 





of increasing company prestige and add- | 
ing advertising impact through effective 
check The brochure, ‘‘Change 
payments into profits with check Beau- 
ty,’’ incorporates actual samples of out- 
standing company checks. ‘‘ Every check 
by an average of 16 
Only 50 checks issued per 
week bring your advertising to 41,600 
people per year,’’ the brochure points 
out. It adds: ‘‘You advertise your name, 
trademark, brand or products under the 
favorable psychological conditions 


design. 


you issue is seen 


people 


most 

receipt of money.’’ Because each bro 
chure contains actual check samples, it 
will be made available only to companys 
executives who write on their letterhead, 


STENCIL DUPLICATOR 
Gestetner Duplicator Corp., 50 MeLean 
Ave., Yonkers 5, N. Y., announces the 
Gestetner Model S80 Duplicator which 
prints on all paper sizes from 3” x 5” 


to 14” x 17”. Changing from very small 
work to very large work is done simply 
and quickly. The 


inking system 


Gestetner 
| 
even, 


exclusive 


vacuum provides 
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“SHREDMASTER destroys 
confidential records... 
quietly, quickly, easily 


... say Insurance Companies 


Bankers National Life Insurance Com- 
pany reports: ‘Destruction of con- 
fidential records used to be a very 
unpleasant and tedious job. Your 
Shredmaster accomplishes our purpose 
in just the right way. It is quiet, quick, 
clean ... large enough to take care of 
our needs, still small enough so that it 
can be moved around with little effort.”’ 


SHREDMASTER shreds records into 
unreadable strips quietly, without litter 
or dust. Saves cost of tearing, toting, 
burning...while assuring absolute de- 
struction of confidential papers and 
obsolete records. Gray finish harmonizes 
with other office equipment. 


SHREDMASTER 


Shredding Machines 
product of—The Shredmaster Corporation 


“Senior” Table Model Shred- 
moster 32%” x 25” x 19” 
Weight: 300 Ibs. ——» 


also available: ‘Junior’ 
Table Model 14%” x 16” 
x 12” Weight: 52 Ibs. 
Heavy-duty Floor Model 
49” x 22” x 47” Weight: 
800 Ibs. 
205D Willoughby Ave., Brooklyn 5, N. ¥ 
Division of Self Winding Clock Company 
For complete information, mail coupon today. 


The Shredmaster Corporation 
205D Willoughby Ave., Brooklyn 5, N. Y 


(_] Please send literature. 
Name 
Company 
Street 


City Zone State 
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controlled ink distribution regardless of 
size of copy. This model can print from 
legal or double legal size stencils which 
allows preparing double legal work on a 
standard typewriter. The machine in- 
corporates all other Gestetner features 
for clean, economical performance. As 
with all Gestetner models, a full die-cut 
and photostencil available. 
Full details and samples of work done on 
this can be had from 
address. 


service is 


machine above 


VERTICAL FILES 

Northwest Metal Products Co., 1337 E. 
Mason St., Bay, Wis., makes a 
complete line of steel vertical filing cabi- 
nets in 2, 3, 4 and 5 drawer styles. Cabi- 
nets have sturdy 10-roller cradle suspen- 
sion slides with 8 sets of rollers (13 ball 
bearings per roller) and two hardened 
steel compensating rollers. Roller wells 
in housings provide gravitated drawer 
retention without thumb latches. Cabi- 
reinforced with six inner rails 


Green 


nets are 


$900 per package of 500 patches 


of assorted typewriter sizes 


ORDER 


for long, dependable service. 
have positive-grip followers and high 
quality chrome hardware. Plunger type 
locks may be had to lock all drawers 


Drawers 


simultaneously. Files are also made with 
ecard drawers and come in standard fin- 
ishes for immediate delivery. The 4- 
drawer file 143%,” wide, 52” 


measures 
Errors will occur—a misspelled 
word—a wrong figure. But they’re 
so easily corrected on the 

fluid duplicating masters. Just 

press a Patch Erase over the error, 
retype and a clean correction is 
made quick as a wink. No smearing, 
no removal of master. 


Mich Erase 


for cleaner, faster and 
more economical corrections. 
Proved by 2 years of field tests. 


nom THE ROBERT HOWARD COMPANY 


POST OFFICE BOX 1332D, PALO ALTO, CALIFORNIA 
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A salesman’s success begins (or ends) 
at the home office! 


fare customers are in the saddle and 
they’re digging in the spurs. They 
insist on quick answers to inquiries, 
quick quotations and estimates, quick 
acknowledgment of orders, quick ship- 
ments, quick and accurate service 
throughout. And they’ll get such ser- 
vice from you—or from your competitor. 


Unless his office backs him up all along 
the line, the best salesman who ever 
lugged a brief case can perform no bet- 
ter than a second-rater. 


How does your office stack up on speed 
and efficiency? Are you still laboriously 


collating and typing cut forms and car- 
bons (as many still do), when you could 
save time with continuous forms? Or 
have you examined your office forms 
recently to see whether some could be 
combined for a single typing? 


If you are looking for ideas for stream- 
lining your paperwork, just telephone 
or write, mentioning the kind of forms 
to be designed, nature of business, and 
office machines used. We will gladly 
prepare a folder from our extensive 
Forms Library, containing typical sam- 
ples used by other firms. 


ultgnanle BUSINESS FORMS 


AUTOGRAPHIC REGISTER COMPANY, 221 7th Street, Hoboken, New Jersey 





T 
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Founded 1883 














Get the most 


out of your 


ell gdaler diate, 


THIS FREE BOOK SHOWS YOU HOW 


What sort of Purchase Requisition do you 
require before you issue a Purchase Order? 
Do you have an efficient method for getting 
competitive quotations? Do you have a 
workable way of returning defective goods? 

These are only three of the many ques- 
tions you have to consider in getting the 
most out of your purchasing forms—ques- 
tions involved in designing hard working, 
fast operating purchasing forms. 

Here’s where the Uarco Purchasing 
Encyclopedia can help you. This book, 
clearly presents the function, use and de- 
sign of 9 significant Purchasing Forms. 
There's a section devoted to each form 
with details of design, operation and dis- 
tribution of copies. 

If you are responsible for the purchasing 
procedure in your organization, send for 
your Uarco Encyclopedia today. 


UARCO 


INCORPORATED 


Factories: Chicago; 
Cleveland; Oakland; 
Deep River, Connecticut; 
Watseka, Illinois—Sa/es 
Representatives in all 
principal cities. 

Write or pin this coupon to 

your letterhead and mail for 

your FREE copy 


UARCO INCORPORATED 

Room 1619, 141 W. Jackson Blvd. 

Chicago 4, Illinois 

Please send me free copy of Uarco’s Encyclo- 
pedia of Business Forms for Purchasing. 


Business Forms 


My Name 


My Title 
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high and 28 Illustrated literature 


be had from 


ad deep. 
and prices on all models can 


above address. 


OFFSET PLATEMAKER 
Printing Devices, Ine., 1707 North 25th 
Ave., Melrose Park, Ill, announces the 
Model 1116 Vaculite Offset Platemaker 
for burning-in presensitized offset plates. 
contact be- 
and the plate for better 
printing results especially with halftones 
the 
dots on 
half 


The vacuum insures positive 


tween the negative 


because the vacuum contact is sure 


wiv to get clear, sharp halftone 


the printing plate and avoid muddy 


Exposure time is less than four 
Full 
in approximately five 
and lights both shut off automatically 
when plate is finished. The Model 1116 
accommodates plates for Multilith Models 
10, 50, 1200 and 1250; and for 
Davidson 221, 241 and 251. It 
handles plates up to 11” x 16”. The Model 
722 Vaculite will handle plates for the 
Multilith Davidson 233, Weben- 
dorfer 14” x 20” and 17” x 22”; 
Harris 17” x 22.” It takes plates up to 
smaller Multilith or 


tones, 
vacuum contact ean be had 


Vacuum 


minutes, 


seconds, 


75, 80, 296, 


Models 
2066, 
and 


20” x 24”, or two 
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AO vy BAKER’S DOZEN” IN PAPER |... inavs now 


you would describe all the extra tests that Rising papers must undergo to 

assure uniformity. This Smoothness Tester, for instance, forces air against a 
small surface of paper samples taken regularly from the paper machines, and 
determines the precise smoothness of the sheets by measuring the time it takes 


the air to escape across the surface. That's another reason why you know your 


’aper man means what he says Ye > 
pote he says: “ahiee Paper is Fin C Pa p) CT al ils BEST ! 


*k A comprehensive camera tour of the R 
operation ... ‘‘Fine Paper At Its Best—and & 
it Gets That Way’’ . . . is yours for the asking 


RISING PARCHMENT (100% Rag) * NO. 1 INDEX (100% Rag) * RISING BOND (25% Rag) 
PLATINUM PLATE (25% Rag) * LINE MARQUE (25% Rag) * INTRALACE TEXT 
HILLSDALE VELLUMS AND BRISTOLS (25% Rag) * WINSTED VELLUMS AND BRISTOLS 


Address: Office Service, Rising Paper Company, Housatonic, Mass. 





i ee 





MEET TODAY'S NEED 


FOR PRIVACY & SPACE SAVING EFFICIENCY 


WITH FUNCTIONAL 
ar | thoFS OFFICE-¢¢fe 


S OFFICE «lle 





The Perfect Packaged Office 


A catalog functionally designed too . . . a selling 
tool as distinctive and flexible as the product it 
represents. OFFICE-ettes, engineered to fit any 
office plan, accommodate 25% more workers, 
provide over 30% more work space for each . 


the perfect profit package for you... New catalogs 
available now. 


4q WRITE FOR THIS NEW CATALOG 


mgt ARNOT & COMPANY, Inc. 
es sacar wonwn esos | 922 PARK AVE., BALTIMORE J, MD. 
“se Dealer Franchises Available 
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Davidson plates simultaneously. Both 
models can be used as an opaque table 
and plug into any 110 v., 60 eyele AC 
light socket. Machines come complete 
with timer, pressure gauge and indicator 
light. Literature from above address. 


METAL CHAIRS 


Milwaukee Metal Furniture Co., 120 8S. 
La Salle St., Chicago 3, Ill., announces 
the addition of four chairs to its Metal- 
Lux line. These include the M1000 Arm 
Leg Chair, M2000 Arm Revolving Chair, 
M3000 Side Chair, and M4000 Side Re- 
volving Chair. Among the features of 


these smartly styled numbers is a unique 
frame construction of rectangular, elec- 
tric-welded steel tubing. Front legs are 
die-formed and welded from one-piece 
blanks for added strength and styling. 
No nuts, bolts or screws are used. All 
welded joints are perfectly smooth. Bases 
for the swivel models are of one-piece 
deep-drawn steel, reinforced by welded 
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You Get Things Done With 
Boardmaster Visual Control 


+ ae" 


peat Sa 93 
ier oer] geass: 


Bee 
fpemeasiaaas as 








s+ Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

wy Facts at a Glance—Saves Time, 
Money, Prevents Errors 

vy Simple to Operate—Type or Write on 
Cards, Snap in Grooves 

yy Ideal for Production, Traffic, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive, 
Over 35,000 in Use 


$4 950 including cards 


Complete price 
| 24-Page BOOKLET NO. F-200 
FREE Without Obligation 


Booth 265, NATIONAL BUSINESS SHOW, 
Crand Central Palace, N.Y.C., Oct. 20-25. 


GRAPHIC SYSTEMS 


55 West 42nd Street New York 18 
“SLIP-ON’’ LABEL HOLDER 


Saves 


Inventory, 








$O-I For I"" Ring Books, 25c ea. 

$O-2 For 2"' Ring Books, 35c ea. 
S$O-I% For |'¥2"" Ring Books, 30c ea. 

OFFICE PRODUCTS, INC. 


9925 Freeland, Detroit 27, Mich. 
On Stationery Counters Everywhere 








have stainless steel 


2” ball 


rubber tread 


nutes. su8es 


<teel p 
sculsT plates, 


vith soft 


bearing casters 
hard 
Automobile type 


and 
composi 
available 


tion aise 


inderbody deadens metallic 


Chair 


coating 


sound iron is double-sprung type 


with low fulerum; features easily accessi 


ble finger-tip adjustment for height and 


tension. Arm rests, made of Tenite, are 


seutr proof, washable, wearproof, warm to 
physical contact. ¢ hairs have plastic 


bre k 


less steel rubber cushioned 


bumpers and leg chairs have stain 


elides, Chait 


finishes ure baked on at high tempera 


after multi-stage chemical treat 
Upholstery is U. S. 
heavvweight Naugahvde. 


Marshall-type spring unit, bur 


tures 
ment of all surfaces, 
Rubber 


wns are 


dap cos 


Cush 


ered, cushioned with interlaced 
cushions 
the addi 
Mil 


Metal-Lux now offers a complete 


guck rest 
With 


numbers, 


doand ceotton. 


are hair pad and eotton. 
Tion of 
Waukes 
fine of quality metal chairs for the trade. 


these distinctive 


PORTABLE REGISTER 
heono-Pak 1337 
St., Kansas Citv 8, Mo., 


\utographic Registers for the 


Register Co., Kast 


ei th makes 


Beono Pak 


Biiicient handling of printed forms for 


sales slips, 
All these 
imme 


phone messages, service calls, 
receipts, petty cash and memo. 
ure available in stock forms for 


diate 
and special COPY 


shipment. Imprinted, numbered 


forms ean he delivered 


, 


than 30 days. economical 


This 


register features simplicitv and compact 


in less 


| 
design GO" xv R14’  -_ 


ness of 2 engineered 
in both single and duplicate copy models. 
The Econo-Pak line is the 


many small problems. It 


answer to 
forms allows 


instant carbon renewal without 


the 


The single copy 


opening 
re-fill. 


$4.95; 


easv to 


case and it is 


very 
models sells for 


duplicate copy model is $8.75. Stock 


forms prices are as low as $1 per M for 


single COPN; SY? per M for duplicate copy. 


LARGE-MASTER FILE 
Atlas Stencil Files Co., 1662 East 
St., Cleveland 6, 
dition to its line of quality ASF Vertical 
Hangers of the C 


11Sth 
Ohio, announces the ad 


Filing Cabinets and 


Model 


This is a 


Jumbo wide, 28” deep and 


hall 


coustructed of 


2614" 


“er 


52” high two-drawer, 


bearing suspension unit 


extra heavy steel. Especially de 
signed for the larger offset plates up to 
Zi” in width, the C Jumbo is for 21” by 


21” records like large stencils, blueprints, 


pauge 


swatches, and 


The reeord to be filed 


x-ray films, newspapers 


other large sheets. 
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ASSEMBLED AUTOMATICALLY 


with We new 
macey 
collator 


24,000 sheets per hour 


assembled by one 
semiskilled operator 


Keep your skilled people on their 
proper jobs—let the Macey 
Collator do your gathering and 
assembling chores. One semi- 
skilled operator can set up 

a job in 15 minutes, then 
gather 24,000 sheets per 

hour. Time, man-hours and 
money saved. (The Macey 
Collator pays for itself very 
quickly.) We will welcome a 
chance to demonstrate just what 
this machine will do for you. 


Distributed by 


HARRIS-SEYBOLD 


Company 


Cleveland 5, Ohio 
SINCE 1896 
FINE GRAPHIC ARTS EQUIPMENT . . . FOR EVERYBODY'S PROFIT 
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Harris-Seybold Co., Dept. 3 
Cleveland 5, Ohio 

Please send me details of the Macey 
Collator. 


Name 








Firm 





Address —_ 


City a. 








ee | 


ewsmmns figureflow 


CALCULATOR 


Combined Keylock Release 
and Clearing Lever. 


New Plunger Keys with 
6 ways Lower One-Piece Keyboard. 


Better Color Relation of Keys for 
instant Subtraction Control Selection. 


Safe Clearance between Keys 


than ever! and Clearing Lever. 


Enlarged Answer Figures 
in Larger Openings. 


Full Visibility of 
meee Figure at All Angles. 


Costs much less to buy... 

costs less to own... service 

problems are practically 

nil. Light .. . portable. bidide any other ‘dstiauiaa 
With or without Keylock on the market! Write... Phone or Telegraph — 
at no difference in price. for an immediate demonstration! 


a - COMPUTING MACHINES - INC. 


5 BEEKMAN STREET - NEW YORK 38 eae 





three 
the 


is suspended on a choice of the 
types of Atlas hangers available in 
22” width. 


MACHINE STANDS 


Weber Bros. Metal Works, 110 N. Jef- 
Ave., Chieago 6, Ill., makes Styline 
Machine Stands designed to har- 
with modern office interiors. Tub- 
ular steel leg construction provides more 


ferson 
Office 
monize 


leg room and eliminates sharp edges and 
that cause hosiery snags and 
bruised shins. Available in four models 
ranging from the low priced sales leader 
to the deluxe stand. All models are de- 


corners 


signed to ship flat. Legs easily unfold 
and four wing nuts lock top into posi- 
tion in than two minutes. Model 
MS-150, the low priced sales leader has 
drop leaf with drop leaf arm support and 
continuous piano hinge. Top is 23%” x 
1634”, opens to 374%” x 16%”; drop leaf 
is 133%,” x 163%”, Model MS-200 has non- 
skid top and extension leaf that can be 
used at either end. Top is 23%” x 174", 
opens to 44%” x 17%”; extension leaf 
is 21” x 14”. Model MS-250 is a popular 
deluxe style with elevator drop 
leaf with drop leaf arm support and con- 
tinuous piano hinge. Its top is 23%” x 
16%", open 3714” x 16%”; drop leaf is 
133,” x 16%”. Model MS-300 is a spe- 
cial deluxe style wtih elevator base, non- 
skid top and extension leaf. Top is 23%” 


less 


base, 
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SEE IT FOR YOURSELF 
National Business Show 
Grand Central Palace, N, Y. 
OCT. 20-25, BOOTH 260 








@ HERE ARE FEATURES FOUND ONLY 
IN MACHINES SELLING FOR MANY 
DOLLARS MORE... 


@ Hectographia fool-proof operation 
prints up to 150 copies per minute. Hecto- 
graphia STREAK-FREE roller moistening 

guarantees sharp, bright, even copy. 
MICROMETRIC pressure control insures 
clean, quick, economical reproduction of 
anything typed, tages —_— or printed 
on the master many as five 
different colors WITH JUST “ONE TURN OF 
THE HANDLE. 


@ Ball bearing construction assures per- 
manent ease of operation. Anyone can use 
it . . . Everyone can afford it . . . It costs 
less. 


CONSUMER TESTED EN- 
GINEERING MEANS ABSO- 
LUTE FOOLPROOF OPER- 
ATI hen * - No complaints 
. No service calls. 
© Ask for a 
dealer demon- 


| stration of the 
} eo AF 


Pius Federal 
excise tax 


Hectographia Corporation 


110 West 17th Streat New York 11 N Y WA 


7 8944 








x 17144”, opens to 4434”; extension leaf 
is 21” x 14%)”. Elbow type arms at sides 
of Models MS-250 and MS-300 easily per- 
mit foot level support to be raised and 
locked into position for firm operating 
position. All models constructed of heavy 
gauge steel, gray hammerloid finish. 





— thousands 


if 


gets, city fire J laairds and floods. 


OFFSET PLATE EQUIPMENT 

Miller-Trojan Co., Troy, Ohio, offer 
two products with which offices can ob 
tain professional results using pre-sensi 
tized metal offset plates. The moderately 
priced Miller-Trojan Are Lamp plugs into 
any light outlet to provide superior light- 


New Je od 
han city storage 
d delivery 
prence by telephone 
ortant facts about this 


£. 


{ 
/ 
imp 
brds storage protection by writ- 


g our New York Office—337 West 
R, New York 1, N. Y., BRyant 9-4513. 


tant x 
V 


7 


ing for photographie plate emulsions. It 
is simple to use in conjunction with the 
Miller-Trojan Vacuum Printing Frame. 


f 


e costs much 
e ins 


e daily pi 


| 


or 


4 Center ine. 


- 
new-type 


ing 
27. 


at Pana cre enema emeeeee anemmneeneee: neal lbs oa 


Get many 





scientifically designed Security 


DIVISION 


Available for you now in the mountains of 


of feet of storage space safe from bombi 





The are’s light pierces the plate’s emul- 
|sion without undercutting as in the case 
| of weaker lighting sources. Carbons have 


EASTERN SECURITY 


long life and the light maintains its in- 
tensity. The Miller-Trojan Vacuum 
Printing Frame is simple to use with the 


the Business Archives Center inc. 


the Business Archiv 


are lamp to burn images into plates in 
214 minutes when the frame is set 18” 
from the are. The frame comes complete 
with hose, vacuum pump and 4 hp. 
motor. Frame ean be laid flat for hori- 
zontal exposure or hung on a wall for 
vertical exposure. It comes in three 
models for 11 x 16”, 15 x 21” and 21 x 24” 








for your vital business records or microfilmg 
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Get the inside story before you buy any dictation system 


When buying a car, you look “under the 
hood.” We urge you to do just that, before 
buying a dictation system. AUDOGRAPH’s 
uncluttered, functional interior gives better 
performance, and helps increase office out 
put up to 30%. 

Avupocrapu is lowest in cost of opera 
tion, in maintenance cost—and in purchase 
price, AUDOGRAPH is the only dictating ma- 
chine where you can flip up the cover and 


AUSOGRAPH jcc 


AUDOGRAPH sales and service in 180 U.S. 


cities. See your Classified Telephone Direc- 


look things over. That clean, streamlined 
assembly means easier, less expensive serv- 
ice. 

Simply soundwrite sales reports, memos, 
conferences, at- your convenience. You'll 
double capacity for business action. Dise 
holds a full hour’s dictation. Single-lever 
control means no difficult adjustments. For 
the full story send the coupon today. 


The Gray Manufacturing Compan 

Hartford 1, Conn. 

Send me Booklet K-10 "* 
Starts With YOL 


Manpower 


| 
Name 





tory under ‘“‘Dictating Machines.’’ Canada: 
Northern Electric Company, Ltd. Abroad: 


TiTLe 





Westrex Corporation (Western Electric 
Company export affiliate) in 35 countries. 
TRADE MARK AUDOGRAPH REG. U.S. PAT. OFF 
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Dupli-Typer Ribbon Attachments 
Make INKED Copies 


Increase Production—Reduce Costs 


For 
Continuous 
Form Work 


For 
Bookkeeping 
Machines 
For full 


rmation write: 


DUPLI-TYPER CO. 
456 Fourth Ave., New York 16, N. Y., U.S.A. 








| plates. 





ACTIVE OFFICE MACHINES 
ARE SAFER — with —— 


THE 
OFFICE 
MACHINE 
STAND 
You 


; CAN'T 
line TIP 
OVER! 
Tusco Stands provide a combination of strength, 
stability, operator comfort and beauty avail- 
able in no other office machine stand. Equipped 
with an adjustable ball foot the TUSCO Stand 


provides solid support for the heaviest, mos? 
active machines on the most uneven floors. 











TUBULAR SPECIALTY MFG. CO. 
1940 Stanley Ave Detroit 8, Mich 


ESTABLISHED 1921 








Illustrated 
items can be 


literature on 
had from 


both 


these above 


address. 


FOLDING TABLET ARMCHAIR 


Clarin Mfg. Co., 4640 W. Harrison St., 


| Chicago 44, Ill., makes a folding tablet 


armchair. The tablet arm is not an 


| attachment but an integral part of the 
| chair and it folds flat against the chair 


for storage. The flat, folded depth of 


the chair is only 3” for quick, safe stack- 
ing in a minimum of space. The chair 
folded or unfolded in a matter 
of seconds and it is exceptionally easy to 
get into and out of. It is a strong x-type 
chair, self-leveling, and welded to insure 
exceptional strength and quietness. It 
with Clarin’s reinforced seat of 
5-ply plywood and it can be had with 
colorful leatherette on seat and back, or 
on seat 


can be 


comes 


alone. 


PROTECTION FOLDERS 


Safeguard Corp., Lansdale, Pa., offers 


| a series of folders to persons engaged in 
| money and bank account protection. The 
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If you have any connection with 


Tabulating-Machine Accounting 


you need 


The Punched | 


eelge 
INNINIODNE 


The first and 

most comprehensive 
business publication 
devoted exclusively 
to Punched Card 
Machine Accounting 


Sac ttiliiiee Cinaiiitinls Diltoany 


THE PUNCHED CARD presents over 200 
pages of new tabulating principles, improved 
applications, ingenious utilization of 
machines, complex wiring of control panels, 
informative articles, illustrative diagrams, and 
other related ideas written by leading authori- 
ties in the tabulating field. 


THE PUNCHED CARD also includes 


Over four thousand 


authoritative articles on tabulating depart- 
ment supervision, personnel training, forms 
design, department layout, production plan- 
ning, etc. 

Informative articles of general interest from 
manufacturers of tabulating equipment, paper 
forms, accessory omen, and related sup- 
pliers are also included. Price $6.00. 


advance subscribers 


have enthusiastically praised its value. 


The Punched Card 
531 Francis Palms Bldg. Detroit 1, Michigan 


; 
Please send The Punched Card to examine | 
FREE for five days. If | am not completely 
satisfied | will return it without further | 
obligation. If | keep it send bill for $6.00 | 
plus postage. Bill me [] Bill my company [] 
| 
| 
l 


coupon today for 
FREE examination. 


If payment is enclosed we pay postage. 


Write name, title, company, and address 
in bottom margin of this page or on separate sheet. 


| 
| 
| 
| 
| Tear out and mail 
| 
| 
| 
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DRY CLEAN 


YOUR OFFICE MACHINES 


Use STENO-KIT 
TYPEMASTER Type Brush 


Cleans type without the mess of 


Nylon 
with 


solvents. bristles easily 


water. 


and 


HANDIMASTER Dusting Brush 


cleaned soap 


Reaches the hard-to-get-at places 
of all 
ently 


Perman- 
bristles pre- 
vent machine jamming caused by 


office machines. 


“locked in” 


loose bristles. 


STENOMASTER ERASER 
Equipped with brush for whisk- 
ing erasure crumbs. Permanent 
unit, uses low-cost refills. 


Ca 


DEALERS: 


Be the first to sell our new items in 
your city. See them on display at 
Booth 211—NSOEA Convention. 


Sruarchmakers, Tuc. 


529 So. 7th St. * Minneapolis 15, Minn. 


| apart. 


3e Wise’’ folder as designed contains 
a quiz for office help on check protection. 
The folder is ‘‘How to Detect 
Forged Money and Checks.’’ The third, 
‘“Who Said You Can’t Teach an Old 
Dog New Tricks?’’, is a 9-page report 
on recent bank forgeries with hints how 
to overcome the problem. 


second 


All businesses 
are invited to join the fight against the 
increasing number of check forgeries. 


PHOTOCOPY MACHINE 
American Photocopy Equipment Co., 
Dept. 0-102, 2859 N. Clark St., Chicago 
14, [l., makes the \peco Auto-Stat l-unit 
machine which automatically makes eom- 
plete photocopies. 


20%," long, 10” 


The complete unit is 
11” high. Ma- 


chine is electrically powered and utilizes 


wide and 


a specially engineered beltless principle 
of operation, It works on the light in 
tensification and transfer facsimile prin 


ciple, using the two different types of 


paper. Both papers are coated with spe 
cial emulsion developed by the manufac 
Light 
controlled. 


turers. intensity is automatically 


Original documents are fed 
into the exposure slot with a piece of No. 
1 paper. The No. 1 paper and a sheet of 
No. 2 paper are then passed through the 
\uto-Stat section of the unit and peeled 
There is no developing, fixing, 
4H separate 
timer, printer or a darkroom. The finished 


washing, drying, or need for 


| print is ready in less than 30 seconds. The 


machine plugs in anywhere and is ready 
for use. [t will make photocopies of all 
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*3 5 i 
STEEL DESK No. 786 4 : 


STURDY + SPACE-SAVING 


This well made and beautifully finished desk is particularly designed 
for use where space is at a premium. Of heavy gauge steel, it has 
4 roomy drawers, an arm rest and a private compartment (with 
adjustable shelves) under lock and key. Perfect for the Small Office 
— Receptionist — Show Room — Student — "Office at Home”. 
Size: 40"' wide, 29!/."" high, 18" deep. Olive green or Cole gray. 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES. 


roe) E STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y. 








papers up to 11” x 17” whether printed on 
one or both sides. In normal office use, 


make a 


Free 


an inexperienced operator can 


minimum of 100 copies an hour. 


booklet 


unit photocopier can be had 


illustrated describing this one 


from above 


address. 


OFFICE LIGHTING 

Ceilings, Ine., 2500 W. 
Chicago 47, Dll, makes 
white corru- 


Luminous 
North Ave., 
\custi-Luminus Ceilings of 
gated plastic sheets which rest on acous- 
tical running the entire 
length or width of the office, 36” apart. 
Fluorescent lights above the plastic ceil- 


beams or fins 


invisible and the light is com- 
diffused. This makes an office 
brightly 
there is no glare 


ing are 
pletely 

illuminated because 
although better than 
delivered without 
using an excessive number of lamps. The 
offers high 
and the thin plastic sheets are easily re- 


uppear not 
7/ footeandles are 


ceiling acoustical correction 


New S Mg OFFERS 


ROOM 


*% 
§ oF snagged hose 


MOST t 


No more bruised sh 
New WB Styline Stands 
increase employees’ efficiency Gn@ good will 


udesigned to 


In addition to providiag worker satisfaction 
they add beauty to modern offices. Sturdy 
and sway-p oof they offer features found 


only in the most expensive stands 


Tubular lec a Ter ssily shifts to lea 
No bors 1 ) T ino hinges 


SEE COMPLETE LINE BOOTH 209-N.S.A. SHOW 


JEFFERSON AVENUE . CHICAGO 6. ILLINOIS 


Model MS-150 Mode! MS-200 


4 sales oder ¢ th non-skid top ond extensio 


leat eof 


moved, 
chine. 
covered 


casters 


and drop arms 


rolled up and washed by ma- 
Unsightly duets and 
and the ceiling is approved by 


pipes are 


Underwriters’ Laboratories for use with 
present, conventional sprinkler installa- 
tions. Another advantage is the redue- 
tion of room cubeage for air condition- 
ing and heating. An illustrated booklet 


Model MS-300 
Special de luxe 
style with elevator 
base, non-skid top 
sand extension leaf 


Model MS-250 how base raises and 
luxe style with elevator base shad 4 te vm" position 
and drop leof 
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IT’S GOOD BUSINESS 
TO GET THE BEST... 


Especially When it Costs No More?! 


If you want the best precision-made forms, 
printed to perfection and delivered quickly, let 
Federal bid on your next order. We guarantee 
a good job at an interesting price .. . probably 
lower than your present cost... TRY us... 
COMPARE. Let our experience — 26 years 
of producing printed business forms — 


work for you. 


Before you place your next order for Business 
Forms, think of additional savings—of depend- 
able delivery—of good quality— THINK OF 
FEDERAL. Simply mail us a form specifying 
quantity and receive a prompt quotation. Of 
course there’s no obligation. 


i. 
-SNAP'N PART 


Cuviemtentenced Sets 


FEDERAL PRINTERS OF BUSINESS FORMS SINCE 1926 


BUSINESS Foods, me. 90 GOLD ST, , NEW YORK 38 * CO 7-8850 


Regt se papi 





What Makes HOTCHKISS - 5 
the FAVORITE? 


Ask any top-flight secretary. She will tell 
you, “I have to use my Hotchkiss-5 Office 
Stapler as often as my telephone. 1 must 
have a stapler that I can depend upon, a 
stapler that doesn’t misfire or jam. 


“What's more, my boss says Hotchkiss Chisel- 
Pointed Staples are alone worth the price of 
admission. He likes the way I can remove a 
Hotchkiss staple and leave his papers virtu- 
ally unmarked 


Ask any top-flight office supply dealer. He 
won't mince words either: “I've got to watch 
the service anzle on staplers. I don't dare to 
recommend one that’s going to backfire on 
me. | know I’m going to make a friend 
whenever I sell the Hotchkiss-5 Office Stapler 
and Horchkiss Chisel-Pointed Staples.” 


If you have never used . or sold... the 
Hotchkiss-5 Office Stapler and Hotchkiss 
Chisel-Pointed Staples, better mail this cou- 
pon today. 


‘teneeeene 1, CONNECTICUT 


| C) I use staplers. Tell me more about the 
Hotchkiss-5 and where to get one. 
() I sell staplers. Send me your proposi- 
| tion on the Hotchkiss Line and tell me the 
name of the nearest Hotchkiss Distributor. 


| nome 

! firm 

| type of business 
! street 


| city 


eee ee 


state 


has cas cine is Gents seme wan 


164 


showing office installations and contain- 
ing complete information on Acusti-Lu- 
can be had free from 


minus Ceilings 


above address. 


DICTATING BLANKS 
Magnetic Reeording Industries, 50 
Broad St., New York 4, N. Y., announces 
that a full year’s warranty assures the 
customer the reuse of his 
Blanks 


spectir e of how 


Dictating 
12-month period irre 
times the blanks 
This warranty covers the sin- 


during a 
many 
are used, 
gle and double-faced plastic Magie-Dises 


as well as the paper Magie-Dises which 


St eteee” 

/ A CORONS BANE 
[Wee a Thousand “Jimes \ 
” 
es 


fa 
ert ee eee 


can be folded and mailed in any standard 
envelope. All Magie-Dises are for use on 
Voice-Master Dietating Machines which 
operate on the magnetic dise principle, 
weigh less than 11 Ibs., and permit auto 
matic on-the-spot 
through talking over the previous mis- 
take. Due to the one-year reusability of 
all Magic Dises, over 700,000 words can 
he dietated on the Voice-Master for only 


n0e, 


correction of errors 


TABULATING ACCESSORIES 


International Business Machines Corp., 
Dept. OF-4, 590 Madison Ave., New 
York 22, N. Y., announced the develop- 
ment of devices for use on its existing 
electric accounting machines and electric 
They are «a self-checking 
numbering deviee and an auxiliary infor- 


typewriters. 
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device to extend the 
applications and flexibility of IBM 
punched card accounting, and change 
able type bars for the IBM electric type 
writer. Also were recently 
developed applications of IBM’s time 
and program signaling control. The self 


mation storage 


announced 


checking number device aliows a series 
of digits to be key-punched and verified 
simultaneously. It utilizes a cheek digit 
which is suffixed to a basic number, such 
as a parts number, and which is deter 
mined by a special computation of the 


digits in the original number. The de- 


N E w t ARCO’S 
pound: 


vice performs a calculation on the basie 
number during punching and compares 
the result with the check digit. 
take has 
pends operation and indicates an error, 
Not only made 
by the operator, but it provides double 


If a mis- 


been made, the machine sus- 


does it uncover errors 
verification by detecting errors made in 
writing the source documents. For new 
account numbers, part numbers or other 
identifying numbers, the device enables 
the IBM card punch to determine auto- 
proper cheek digit and 
punch it into the card after the operator 


EN-RIN 


matically the 


RUBBER BANDS 


QWeess Ask TO SEE SAMPLES OF 
N THIS EXCELLENT NEW TYPE BAND 


EASIER to pick up, HANDIER, QUICKER to use! 


STRONGER all around, yet COST NO MORE. 
Here’s SOMETHING NEW .. . The Band of 
Tomorrow that makes all others 
old-fashioned. 


ORDER NOW! 
SAME PRICES! 


ALLIANCE 
RUBBER CO. 


ALLIANCE 8, OHIO) 
SLIDELL, LOUISIANA ges 


Over 300 sizes 


165 








A Quality Line of 


FILES 


STEEL 
OFFICE 


Northwest's 1940L 4- 
drawer letter file is 
1434” wide, 52” high 
and 28” deep. Available 
in all sizes—2, 3, 4&5 
drawer models for most 
economical 
office use. 
Also with 
card draw- 
ers. Stand- 
ard finishes. 


@ Northwest filing 
cabinets have sturdy 
10-roller cradle suspen- 
sion slides (8 ball bear- 
ing rollers — 13 ball 
bearings per roller) 
and 2 hardened steel 
compensating rollers— 
built for maximum ef- 
ficiency and depend- 
ability 


@ Roller wells in hous- 
ings provide gravitated drawer 
superfluous thumb latches 


retention without 


@ Plunger type locks available to lock all draw- 
ers simultaneously. Positive-grip followers. Finest 
quality chrome hardware 


Northwest's Managerial File, No. 
5OOLX. Letter size is 1434” wide, 
26” deep, 30'/2” high. No. 500CX 
Legal size is 1734” wide. Olive 
green, gray, walnut or mahogany 
grained finishes. 


@ This desk - side 
efficiency unit has 
expanding-front up- 
per compartment for 
easy access. Front 
stays closed when 
cover is opened; 
opens only when 
manually expanded; 
closes automatically 
when cover is closed. 
Lower drawer has 
quality ball bearing 
rollers. Separate 
locks on top and 
% bottom sections. 
Large casters for 
easy portability, 


Write for literature and prices on these and 
other Northwest quolity steel files. 
IMMEDIATE DELIVERY! ORDER TODAY! 


NORTHWEST METAL PRODUCTS CO. 


1337 E. Mason St. Green Bay, Wis. 





has entered the preceding digits. 

The auxiliary storage device for IBM 
electric makes it 
possible to store indicative information, 


accounting machines 
as invoice numbers or department 
numbers, without 
when all counters are carrying informa- 


such 
using counters. Even 
tion, one still can punch either numerical 


or alphabetical indicative information 
into summary cards. 
type IBM 


tric typewriters are designed to increase 


Changeable bars for elec- 
the machine’s flexibility, especially in 
typing that requires chemical, mathemati 
foreign sym- 
such as 


scientifie or 
type 
subscripts and exponents are included. 


eal or other 


bols. Special characters 
Type bars are designed so that they can 


be readily interchanged by the typist. 


CHART-MAKING KIT 


Chart-Pak, Ine., 104-K Lincoln <Ave., 
Stamford, Conn., offer a kit of assorted 
charting materials for making bar and 
eurve-line charts. This kit ineludes a 


plastic board, 28 different patterns on 


| pressure-sensitive tapes, the necessary 


accessories for application and instruc- 
tions for making columnar, bar, line and 
charts. Narrow tapes, 1/16” and 
wide, have been recently perfected 


curve 
1/32” 
and are ineluded in the kit. These narrow 
tapes, in colors and two printed styles, 
curve 
10,000” 


are used for making line and 
charts. The kit 


of tape; enough to make a wide variety 


contains over 
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ONLY Rex-Rorary 


«ie 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


™ ACCURACY 


Get the facts on the revolution 
in stencil duplicators... 


The introduction of the revolutionary REX- COMPLETE ELIMINATION OF LEAKING ~ 
ROTARY D-270 set entirely new stand- INK and messy ink pads. 

ards in the mimeograph field. For the PRINTING PRESS PRECISION in regis- 
first time a stencil duplicator provided tration control, uniformity of copy and 
automatic feed. 

PRICED TO SAVE YOU AS MUCH AS 50%! 
DEALERS: Some Territories 





COMPLETE AUTOMATIC INK CONTROL 
that can be pre-set to produce light, 
medium or dark copy. A bell signals sill evelleble tor qualified 
when ink supply is exhausted. and aggressive distributors 


REX- ROTARY pcr, Corp. + 19 W. 31, New York + WI 7-4927 
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of charts depicting business trends such 
as sales, production, costs, personnel, and 
credits and collections. Cost of the entire 
kit is $34.50, plus postage. 


STAPLER 


Arrow Fastener Co., 1 
Brooklyn 12, N. Y., makes a plier type 
stapling mechanism, known as the P-98, 
which ejects a flat clinch staple that 
lays flat against the surface of the paper 
perfect 


Junius St., 


stapled, in an almost line, and 


Top o’ 


has no projecting points to form extra 
bulk when papers are filed; or pin-prick 


the finger when separating papers. An 


SSeS Qo wSJ4 











Flat clinch Usual clinch 


other feature of the S-98 staple is that 
the opening together 
when clinched which eliminates any pos- 


ends are closer 


sibility of tearing or losing papers. The 


the morning... 


Gets your business mail opened, distributed, and ready 
for action early . . . does this electric LE MailOpener! The 
merest touch of the guarded cutting shaft instantly trims a 
hairline off the envelope edge, leaves contents untouched. Opens 
any kind of envelope, large or small, tough paper or thin 
tissue, as fast as you can feed them. . . Saves valuable early 
morning time in any office. 

The LE is built by Pitney-Bowes, to postage meter 
precision standards . . . Ask the nearest PB office to show you 


the MailOpener you need, hand or electric... 


or write for 


free illustrated booklet today! 

FREE: Handy wall chart of new Postal Rates for all classes of 
mail, and parcel post map showing zones for any locality. 
PITNEY-BOWES, INC., 3447 Pacific St., Stamford, Conn. 

... Originators of the postage meter, 93 offices in U.S. & Canada 


PITNEY-BOWES 


MAILOPENER 
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manufacturer claims that tests prove that 
flat clinch staple saves 4 filing space 
in bulk. The Arrow P-98 hand stapler 
is compact and portable to carry in pock 
et, weighing only 7 oz. and staples into 
hard-to-get-at places. It loads 100 8-98 
all-steel wire staples. 


CUTTER 

Automatic Pencil Sharpener Co., Dept. 
V, 336 N. Foothill Road, Beverly Hills, 
Calif., makes the Saf-T-Cut cutter de 
signed for use wherever a keen cutting 
edge is required. It can be used as an 
envelope opener, for cutting wrapping 
paper, cloth, acetate, string, trimming 


blueprints, tracing paper or cardboard. 
The modern design allows it to fit in the 
palm of the hand and the transparent 
polystvrene guards completely protect 
the blade. Attractively styled, the Saf 
T-Cut is made in four colors: red, blue, 
green and blask. It is packaged in an 
attractive display carton of 36 and priced 
to sell at $1. 


WITHHOLDING TAX FINDER 
Consolidated Business Systems, Dept. 
68, 30 Vesey St., New York 7, N. Y., 


announces the E-Z Dial Tax Finder 
which gives correct withholding tax 


THe Orrice—October, 1952 


Look for this... 


Best for light-weight strength 
with Shepco Safety Klasp 


ENVELOPE CO. 


ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 
New York Office: 1133 Broadway, N. Y. 10 


Att: Women executives—Write today for 
free booklet “The Feminine Touch In 
Industry”. Dept. #138. 





COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the tad- 
der to be rolled freely when 
no one is on it. hen you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 7 heights—2 widths. 
Send for Circular 52-0 and 


prices. 

1. D. COTTERMAN, Mfr. 

4535 N. Ravenswood Ave. 
Chicago 40, III. 
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uf R 

Menu! CALCULATO | 

HAND ORI aaaantc pivisiO 
T 


with AY 


“ .AANUS” 


CALCULATING MACHINES 


& require minimum of mechanical service 
& Long non-rotating setting levers make for speedy 
setting 


@ _ Models AUTOMAT S and T have same efficiency 
as large keyboard machines, but small and handy 
size. They are equipped with universal motors 


adjustable to all currents and voltages 


HAMANN 
co V Geil @ wal. lcm Yer.ii, | moter 
2118 Land Title Building 


Philadelphia 10, Pa 


* dealers wanted where e 
not yet represented 


amount for exemptions from 0 to 10. 
The device can be operated with either 
hand and the 3-dimensional Plexiglas 
dial allows reading of only one pay 
amount at a time. A green signal indi- 
cates pay amounts which bear no tax 
for the particular exemption. The E-Z 
Dial Tax Finder is strongly made of 
Plexiglas, plywood and Masonite with 
lacquered charts and measures 6” x 6” x 
7”. A convenient knob shifts dial to de- 
sired wage and the correct tax amount is 
read under the exemption claimed while 
the other hand enters the amount on the 
payroll record. The E-Z Dial sells for 


| ‘ 
1 $14.75. 





MACHINE DESK-SUPPORT 
Goneo Mfg. Co., 1259 S. LaBrea Ave., 
Los Angeles 19, Calif., announces that 
the Jac-a-desk desk stabilizer is being 
manufactured with a seamless, aluminum 
casing which reduces the weight of Jac- 


a-desk to only five ounces, about half 
the previous weight, yet it will sustain 
the same weight as the original model. 
It is now lightweight and easy to man- 
;}age. The locking device is not cumber- 
|some. It operates smoothly and_posi- 
| tively. Jaec-a-desk will not snag nylon 
| stockings. The lower weight also means 
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a considerable reduction in shipping 


reaper ahr? ga ma STEEL PARTS 
MANUFACTURING CO. 
ERASER DISPLAY 


e 
Eraser Co., 104 8. State St., Syracuse Invites You 
2, N. Y., have a display carton which 


holds a dozen packages of Rush Fybrglass TO VISIT THEM AT THE 


th ANNUAL CONVENTION 
46 AND EXHIBIT 


N.S.0.E.A. 


Booth 208 


See the new Desk-O-File and 
a complete line of all steel 
office equipment. 








Erasers and another for a dozen packages 
of refills. In family line tradition they STEEL PARTS MANUFACTURING CO. 
are both aqua with black lettering. The ease W. Watenan Gross © Ghicege ae 
top tabs are black with white lettering 





Your Office is NOT MODERN 


without one or more 


ans ——— 


Mi UL, GATHERING 


VVVV VV RACKS 


Used By Such Firms As: 


GUARANTEED to produce quicker and more American Viscose Corp. 
accurate results than any other collating aid — ap ' 

on the market. 3,500 sheets an hour easily pup b 9 lb erst ae 
collated by one worker, sitting or standing. Georgia Power Co. 

Each section holds 500 sheets of paper at General Electric Co. 
inclined angle. Use racks singly, or two or prec eg cat “Cc 
more together for large gatherings. Of all — Owens-iilinois onan gag 
aluminum, racks collapse for setting aside. Protective Life Ins. Co. 


Many other uses in paper handling in offices. Quaker Oats Co. 
E Swift and Company 
SHOWN: |8-Section TU Model . . . $25.00 U. S. Steel Corp, 


7 other models $11.00 to $16.50 Western Electric Co. 








See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 
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“The 
Flo-master 
is a ‘Must’ 
in our 
office!” 
-writes an Office Manager © , 


YES, this ‘‘miracle pen with the FELT Tip” 
does countless jobs in the busy office—does 
them faster and better. Here are just a few: 


© addressing cartons, packages, 
crates, etc. 


indexing file folders, filing 
cabinets 


marking transfer files, 
packages for storage, lockers 


* making charts, maps, signs 
© advertising layouts, sketches 


The Flo-master writes on any 
surface — metal, glass, cello- 
phane, plastic, wood, paper— 
producing lines from a hair's 
thickness to a quarter-inch. 
Flo-master Inks (in 8 colors) 
are instant-drying, waterproof, 
smudge - proof. Order from 
your stationer or write to 
Cushman & Denison Mfg. Co., 
Dept. O-5,153 West 23rd St., 
New York 11, N.Y. 








Flo-master |] 


The “Miracle” Pen _¥. 
with the FELT TIP4 — 4: 


Z\\ 





| contained 


; and aqua printing is used on the black 


bands at the bottom of each carton. 


HAND CALCULATOR 

Curta Caleulator Co., 3851 W. Madison 
St., Chicago 24, Ill, offers the Curta 
Portable Hand Caleulator which com 
bines the portability of a sliderule with 
the speed and accuracy of larger desk 
calculators. The 8-oz. Curta Caleulator, 
precision made by a Swiss manufacturer, 
will add, subtract, multiply, divide, fig- 


ure square roots, factors and percentages. 
It is as easy to operate as a sliderule. 
Extremely accurate, it carries to five 
decimal places and totals to 99,999,999,- 
999, Figures can be checked and re- 
checked on three sets of dials. It is sup- 
plied with a metal 
Dealerships distributorships 
able. 


rubber-lined 
and 
Literature from above address. 


CORRECTION 

On page 152 of the September issue of 
THE OFFICE, the description of step- 
ladders made by I. D. Cotterman, 4535 
N. Ravenswood <Ave., Chicago 40, IIL, 
the following ‘““When 
one is on it, it ean be rolled freely.’’ It 
should have read, ‘‘ When no one is on it, 
it ean be rolled freely,’’ 


case. 


avail- 


error: 


because Cotter- 
man ladders have a safety feature which 
prevents the ladder from moving when a 
person stands on it. 
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The First é 4a 
OFFICE DICTATING —7 7 \~\) 





\ \ 


SYSTEM Using = \__) \ | 
Magnetic Tape Is —" 
Now Available! 





FEATURES 
Automatic back- 
spacing 
Accurate time index- 
8 ing 
HIGHEST EFFICIENCY: SCRIBE applies the ad- Error-free dictation 
vantages of magnetic tape reproduction for business Tone one eae 
purposes, providing the ultimate in voice transcription. nitely 
The high fidelity of magnetic tape makes every word USES 


. “ Office Dictation 
of dictation syllable-clear. Gantarencen 


Sales Meetings 
What automatic shift does for a car, SCRIBE’s single- Telephone recording 
lever control does for dictation. Just a flick of the omen ow yo Ba 
finger to dictate, listen, fast forward, or re- 2 
verse. Tape is contained in a split-second 
snap-on magazine. 


' 
' 
' 
' 
LOWEST OPERATING COSTS: SCRIBE ' 
may be operated for considerably less than , Please send me complete information 
the cost of most other dictation equipment. , about SCRIBE. 
! 
1 
i 
' 
' 
' 








MAIL THIS COUPON 





Scribe Corp., Dept. 052 
2835 N. Kedzie Ave., Chicago 1/8, III 


No expensive cylinders, bands, or discs. 
Before you decide, see SCRIBE! 


DEALERSHIPS AVAILABLE IN SOME CITIES 
SEE SCRIBE AT THE N. Y. BUSINESS SHOW, 
BOOTH 316 


Name 
Company 
Address 
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CUSTOMERS pleased with 


CARBON PAPER 
in their 


Ready to turn out more work, 
faster, neater, on any machine at 
less expense. Carbon paper may 
not be a major traffic item in 
your inventory, but remember, 
satisfied small-purchase customers 
become the friends who return to 
place the large orders. 


You may feel your line of carbon 
paper is complete. But with the 
adaptability of universal NEV- 
R-KURL, both you and your 


customers will profit. 


Put aside any doubts long enough 
to write. We'll send samples to 
convince you. 


PROCESS CO. INC. 


192 MILL STREET 
ROCHESTER 14 N.Y 4 


FILING SUPPLIES 
Amberg File & Index Co., 1601 Duane 
Blvd., Kankakee, Ill, offers their 1953 
catalog, the 85th which covers 
the entire Amberg line of filing supplies, 


edition, 


brief covers, binder indexes, albums and 


% 


NDER CO 
BERG FUE Ss 


wane 


scrapbooks, personal files, box files, agate 
trays, phonograph record cases, wedding 
and baby books, ete. 
1000 


A complete line of 
with many new 
additions and improvements. A copy of 


more than items 
this 56-page catalog No. 952 can be had 
from the above address. 


How to Communicate 


(Continued from page 116) 


seems like a lot of stuff about something 
evervbody knows.’’ She was right, vet 
the latest stabilization order from Wash- 
ington and one of the bulletins that 
went out from the home office last week 
make you wonder if time spent making 
things clear is ever wasted. 


Manuals Get Study 


Regular meetings are held at the home 
office by manual writers from all depart- 
They hear talks on everything 
from sentence indexing. 
They discuss whether footnotes help or 
hinder, how wide a line can be set in 
10-point type, and why all-capital words 
are hard to Their better, 
quicker understanding, by manual users, 


ments. 
structure to 


aim: 


read. 
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CLIX 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $3.75 list. 


MODEL 3..Punches 3 holes 
\{" dia., spaced 44%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11" x 844° sheets. 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, 

office and industry. Light pressure of thumb 

punches clean 4" hole instantly in paper, light 

cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 
display carton. 50 cent list. 


MODEL 100... Punches \" 
hole, 4%" from binding edge. 


Order from your Stationer or Office Supply Dealer 
NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 








of instructions the manual is supposed 
to communicate. 

To be understood immediately saves 
vou time. It saves other people time. 
It’s worth taking time to save time, 

Out of one of the manual writing con- 
ferences Came something else: 

In taking special care to help others 
get your points, vou straighten out your 
own thinking! When vou put down on 
paper vour four points you think of a 
fifth and decide the second was baseless. 

You determine precisely, not vaguely, 
what effect or action vou want your 
communication to produce, 

You study your audience, try to know 
its ubilities, interests, desires, i vO 
cabulary. 


You observe what competition you 


aa have for attention and belief. 
see with < One That little redhead riding home with 
wit fale : | us knew exactly what effect she wanted, 
500 statements in 5 minutes .. . | she knew the driver’s interests, but she 
1000 form letters in 9 minutes... | had too much competition for attention 


from Third avenue traftie! 
6000 stapled forms in 60 minutes a sae cage Tee 





Still, she made headway because she 


. eeeeeeeeeee 


That’s why you'll save plenty even tho EXECUTIVE Series 


you have very little folding work ... 
why your Dovidson will quickly pay for 
itself even tho you use it but one day a 
month. Any girl can operate it. Easily 
adjusted for various folds. Handles light 
and heavy paper up to 10” x 14”. Want 
details? Write today for free booklet. 


Davidson 


FOLDING Every detail is an ‘‘Executive’’ revi of superior 


quality in this modern, functional line of fine desks 
MACHINE and matching accessories. Write us for name of your 
nearest dealer. 


I ” guarantee = ‘ 
QUALITY guaranteed 3 PRICE BRACKETS 


EFFICIENCY proven 
PERE RE REE EEESESESLE SESE SESE EEE EEE SSE EES BEAUTY unsurpassed 


DAVIDSON CORPORATION 
1036-60 W. Adams St., Chicago 7, Ill. 


Please send literature describing the David- 
son Mode! 120 Folding Machine 


NAME 

FIRM 

ADDRESS 

CITY STATE 


3 COMPLETE LINES 


@ALiT) 


P.O. BOX 1048 — OKLAHOMA CITY, OKLA. 
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- ® 
Moore KEY CONTR 


* TRADE MARKS 


Key Cabinets, Filing Cabinet Trays, 
Desk Drawer Inserts, Key Panels 
for Every Size Including Tags, Re- 
ceipts, Index Cards, Key Envelopes, 
etc, 

For Information write: 


P. O. MOORE INC. 


302 Fourth Ave. New York 10, N.Y. 
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i NJ 


for the best in 
ZIP-A-PART 
carbon 
interleaved 
forms 


ask for free 
samples and 
information 


BATTYE-FRANKLIN CORP. 
Franklin Building 
720 South Dearborn 
Chicago 5, Illinois 


4 22 S22 SS SF SS eee eee ee ee ee 





4g 


36,890 
POINTS IN YOUR FAVOR 
WHEN YOU BUY BOSTON 

Among the many benefits you receive 
in Bostons are durability, speed, preci- 


sion and economy. You can't buy bet- 
ter than a Boston! 


C. HOWARD HUNT PEN CO., Camden 1, WV. J. 


Also Manufacturers of Speedball 
Pens and Products . . . HUNT PENS 





Backed by a Full Year’s Guarantee 

















LOOK! 


Before You Buy 


Chem-Board Storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They are shipped 
assembled ready for 
use, securely stitched 
with steel wire. They 
have no gum or fixtures 
to work loose. See other 
features below. Write 
today for list of users 
and illustrated price list. 


CONVOY, INC., P.O. Station B, 
Box 216-H, Canton 6, Ohio 


Supports 
over 540 pounds 
and operates easily! 


FEATURES .. . stack to ceiling © mate 
together vertically * operate freely without 
sagging or binding * repel vermin * can’t 
rust © are impervious to moisture * have 
positive drawer stops * follower-blocks are 
available. 


| about her. 


of the 


Insuranceman is a 


rules. 
mystery 


followed at least 
Henry 
writer. 
No of his memos 
misunderstands. They are clear and to 
the point—if you happen to know what 
the point is when you read his memos. 
Hank doesn’t give any thought to the 
chance other people 


some 


one who gets one 


besides the ad- 
may know what he’s 
talking about. He often leaves the date 
off. He makes unexplained allusions. 
Staple his memos together in proper se- 
and they make Scatter 
them, store for two years, and even 
Hank ean’t tell you what the heck they 
were about. 

You 
people than you may at 


dressee have to 


quence, sense, 


need to be understood by more 
first think are 
important to you. 

What’s your reaction person 
fails to understand something you’ve 
said or written? Anything like this: 

‘<That the other office 
never gets anything straight. I’ve done 
it that way 10 times and she still gets 
it twisted,’’ 

Maybe the so-and-so is incompetent or 


when a 


so-and-so in 


untrained and something should be done 
Even if that’s the case, how- 
ever, you remain responsible for your 
messages getting through and being un- 
derstood. 

A few times you may meet that obli- 


| gation by complaining about the obtuse- 


| 
| 
| 
| 


convoy hn-Coard 


STORAGE FILES 


178 


ness of the person you’re writing to. 


You’d Make It Plainer 


Far more often, the best way to fulfill 





Wanted by Manufacturer 
SALESMEN AND DEALERS 


to sell popular snap-out, carbon in- 
terleaved business forms. Full line. 
Beautiful offset quality. Prompt de- 
livery. We ship using your label. You 
bill your customer. Write today for 
full information how to make easy 
profits. We teach you. Address: Hart 
K. Johnson, General Sales Manager, 
D. W. VERSTEGEN, INC., 413 WALL 
ST., SIOUX CITY 2, IOWA. 
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your responsibility is to make your mes- 
sage clearer and more interesting. 
If vour girl or boy friend didn’t 
get’’ a subtle proposal, you’d make it 
plainer and plainer until you were un- 
derstood. It would be your own loss if 
you didn’t. It’s also your loss, 
less direct and 
if vour business messages are not under 
stood fully 
Final exam: 


sé 


though 
less obvious sometimes, 
and promptly. 

If vou, Coverage, or your 
is misunderstood as all 
from time to time whose 
primarily? 


music teacher 
of us are 


fault is it, 


Terminal Digit Filing 


(Continued from page 90) 


individual telephones, each unit includes 
seven file cabinets with a desk and chair 
so arranged that all files are within a 
4-ft. reach of the clerk. 

Nearly two years after installation of 
the terminal digit file system, we are 
convinced it is the solution to our filing 
problems. It has resulted in increased 
efficiency at less cost. We now use tewer 
file clerks and file personnel turnover 
has been reduced. Responsibility for 
filing errors now ean be placed. 

At the outset, the number of 
assigned to filing was reduced from 
11 to 7, one for each unit, and two 
breakdown elerks who sort by terminal 
digits all new material and also sort 
the records returned to files from other 
departments. Responsibility for errors 


clerks 


Are You Still Typing the Hard Way ? 


Users of the New Copy RIGHT | 


wcdaur more 
better typing 
comfortably. 


Pays 
for itself quickly. 


Ask your dealer 
to demonstrate the 
Copy RIGHT Copy- 
holder or write us 
for details. 
COPY RIGHT MFG. CORPORATION 


53 Park Place (Dept. 1) New York 7, N. Y 
Canadian Agent: UNDERWOOD Ltd. Toronto | 
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PROBLEMS 


3 PHON SOLVED —— 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 


65 Madison Ave. 
Room 710 








New York 16 





STOCK 
SIZES 


OF CHAIR MATS 
V4" Temp. Masonite 


No. I1—36 x 48 
No. 2—48 x 48 


Minimum quantity at this price—10 


Fob. CHAIRMASTER 
72 Park Place, Passaic, N. J. 


EX P ORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We quar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


128 LAFAYETTE mg 


NEW YORK 13, 
Cables: “ERGIBIAN.’ Pickalions: Rector 2-6580 


NOW... YOU CAN MAKE ——— 


DRY Photo COPIES 


of anything typed, written, printed or drawn 
YOUR OWN OFFICE 


with EXACT-PHOTE-COPY 


DRY PROCESS MACHINE 
Speedy © Easy @ Economical ... 
Prices start at $80.00 


Write for literature on our 
dry and wet process machines. 


GENERAL PHOTO PRODUCTS CO., Inc. 
CHATHAM, NEW JERSEY 


























PAPERS 


TYPEWRITER e@ BILLING 
FAN-FOLD e@ PENCIL 
CARBON JACKETS e@ REGISTER ROLLS 


INKED RIBBONS 


TYPEWRITER @ TABULATING 
ADDRESSOGRAPH e@ TIME STAMP 
BOOKKEEPING MACH. e ADDING MACH. 


HECTOGRAPH SUPPLIES 


CARBONS e MASTER UNITS 
RIBBONS e@ DUPLICATING FLUID 
HAND-CLEAN CREAM e@ CORRECTION PENCILS 


CODO CARBON GRIPPER BACKING SHEET 
A patented Codo feature included in each Box of “Super- 
Treated” — “Super-Kote” — “Keen-Rite” not for sole 


Factory: Coreopolis, Po. ’ 
401 Wood St. 270 Lafayette St 
Pittsburgh 22, Pa Wew York 12,6 ¥ 


564 W. Monree St. 
Chicago 6, 1 


can be fixed because only one person 
uses the files in each unit. It is her job 
to complete all filing, posting and re- 
cording for that unit. 

When a record is lost or misfiled, 
search is confined to a limited area with- 
in the unit of the clerk responsible for 
the record. Greater accuracy in filing 
is possible because eye concentration is 
now on the last two digits instead all 
SIX, 

Furthermore, establishing five | file 
units has leveled the flow of work and 
the volume handled by the various units, 
quickly revealing sub-marginal perform- 
ance. Well organized units within 
small areas also have reduced employee 
fatigue and made the work more attrac- 
tive to better qualified employees whom 
we have no difficulty retaining. 

Six months after the terminal digit 
system was installed, a survey estab- 
lished that the five unit clerks were then 
handling 5,500 telephone calls, 75,070 
filing operations and 10,460 item post- 
ings each month. This was a substantial 


SNAP-A-CARB 


CARBON INTERLEAVED FORMS 


INCREASE YOUR BUSINESS 
THROUGH GREATER and FASTER 
CUSTOMER SERVICE 


DEALERS! PRINTERS! AGENTS! 


We have recently installed additional Rotary 
Equipment for immediate and rush deliv- 
eries! Write for information 


MIDWEST 
ROTARY MANIFORMS CO. 


Manufacturers of Business Forms 


1036 BEAUBIEN, DETROIT 26 
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ei mane menanenaemn i 


NAMES IN INDUSTRY.... 


CHOOSE 


DESK TOP EQUIPMENT! 


THERE IS NO SUBSTITUTE 
FOR QUALITY. Ali Morris 
writing sets ¢ 
with iridiumt 


BERT M. MORRIS CO. is foremost in the 
field of matched Desk Top Equipment. 


The complete setting shown — 
pen set, memo pad, letter tray, 
ash tray, and phone rest, retail 
for less than you would expect 
to pay for one fountain pen set. 
MORRISET — the constant flowing, all- 
round writing implement that holds a full 
2% ounces of ink for months of writing 
without refill. Your choice of five quickly 
replaceable “thread-in” points—extra fine, 
fine, medium, broad, stub. 


BERT M. Morris co. 


8651 West Third Street 
s 48, Colifernie 





in Canede: McFarlane Son & Hodgsen, Ltd, Montreal, Que. 
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ror Wailtabilitg’ 
stu 
BROAD 
MEDIUM 
FINE 
EXTRA FINE 
Desk Top Package Deals —#100 and #200 


Inquire abovt the surprisingly low cost of 
matching your desk with these items. 


FOUNTAIN PENS — an effi- 


cient and cal 
set with “thread-in" 
section. A real tirm 
money saver in ar 


BOOK ENDS — at last ~ 
inexpensive book ends 
to match modern office 
furniture 


> 


MEMO PADS — available in 
two types. With jewelers 
bronze bar that drops a 
paper is used, or standard 


LETTER TRAY — st.ong two 
point suspension allows ac 

cess from entire front and 
both sides. Tiers quickly 
added, legal or letter size. 


ASH TRAY—A real He-Man 
ash tray. Glass lined, per- 
fect for ony desk or con- 
ference table 
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1,000,000 


The fastest seller on the 
market today is the 


REMINGTON RAND 


10-KEY 
ADDING MACHINE 


REMINGTON RAND TOP flight 


The balanced line with a model 
for every need. 


DEALER SALES DIVISION 


Memington. Feand 


315 FOURTH AVE., NEW YORK 10,N.Y. 


increase over the volume formerly han- 
dled by a filing staff of 11 clerks. Our 
major objective of speeding service to 
subseribers has been accomplished. Unit 
clerks now can usually locate a record 
within 30 seconds. 


menses 


Procedures Manual 


(Continued from page 102) 
distribution symbols might well be let- 
ters. By using both capital and small 
letters, you have 52 symbols available. 
A symbol will designate a homogeneous 
group, such as: order clerks, typists, 
stenographers, cost accountants, buyers, 
traffic rate clerks, ete. The distribution 
of each section should be indicated 
thereon. 

Basically we have two kinds of. see- 
tions: those containing practices, and 
those containing procedures. Practices 
are the policies, rules and decisions 
which govern office work. Procedures 
are the prescribed methods for applying 
practices. For example, the policies and 
rules governing the classification of pur- 
chases as “capital” or “expense” would 
be contained in a section of practices. 
How to make the journal and ledger 
entries for such purchases would be 
contained in a section of procedure. It 
is useful in distinguishing between praec- 
tices and procedures to visualize a pro- 
cedure as a physical task (it requires 
doing) performed by one person (pre- 
paring a report). 

Practices and procedures should not 
be mixed. It is sometimes advisable to 
insert a little practice into a procedure 
if thereby you avoid a very short “prac- 
tice section”. The procedure should 
contain cross-references (number of 
section) to the applicable practices. If 
the person doing the job (following the 
procedure) needs some background in- 
formation, he can refer to the practice. 
If he doesn’t, he can proceed uninter- 
rupted from one step of the procedure 
to the next. 

Having decided on the overall plan 


| of the manual, the next consideration is 
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otk 


Autographic 
REGISTERS & FORMS 


© CONVENIENCE ; — 
© SIMPLICITY sell the best in protection 
° ECONOMY ' 


~ oe sel SCHWAB SAFES 
= 


FORMS—3"'x5"* 
Medel & $4.95 a complete line of Underwriters’ | 
hong i $8.15 label Class A, B, C, FIREPROOF < 
~—m SAFES + VAULT DOORS * mercan- 
Form Prices , $1.00 per 1000 (Single Copy tile Class E round-door burglar- 
As Low as » $2.00 per 1000 (Duplicate Co proof CHESTS. 


© STOCK FORMS AVAILABLE FOR 


¢ 
PHONE MESSAGES SALES TICKETS WRITE FOR INFORMATION 
SERVICE CALLS PETTY CASH 

RECEIPTS 


© SPECIAL COPY FORMS (imprinted & No'd) the SCHWAB SAFE COMPANY\ 


Sold by Leading Stationers and Business Suppliers i 
LIBERAL DISCOUNT TO DEALERS LAFAYETTE ° INDIARS 


ECUUE-TAK courses > sonnel nae 
They all like Get Professional Results 


LIN-0-KLEEN with presensitized offset plates 


use a 
naw) eee MILLER-TROJAN 
The or VACUUM-FRAME 
efficient way to iy and ARC LAMP 


CLEAN 
LINOLEUM 
DESK TOPS 
Girls like LIN-O- 
KLEEN . . does 
away with sloppy For professional big-frame re- 


pails, soap, water and 
rinsing. Employers 
like LIN-O-KLEEN 
° . keeps desk tops 
clean always ... and 
keeps girls happy. 
Dealers like LIN-O- 
KLEEN . .. an excel- 
lent profit and repeat 
item. 


©@ Write for 
complete information 
and sample. 


WIEMER’S, INC. 
70 Vernon Street Bridgeport, Conn 
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sults. 3 sizes to choose from. 
Perfect overall contact. Com- 
plete with hose, vacuum pump 
and ‘4 h.p. motor. Just plug 
in and begin. 

New Miller-Trojan 110 volt, 
20 amp. Arc Lamp. Plugs into 
any light socket. Assures fast 
exposures, perfectly burned 
in. 


WRITE FOR FULL INFORMATION 
ON HOW TO USE THESE IN YOUR 
OFFICE. 


MILLER TROJAN CO., TROY, OHIO 
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WHEN YOU BUY OFFICE FURNITURE 


Specity Desks by Uausgueeeant 


et | 
orenxe 


ASK YOUR DEALER 
Imperial 


DESK CO. 
Evansville, Indiana 


PLANNED BUSINESS FORMS 


LITHOSTRIP 
LITHOSET © with. one-time carbon" Inter- : 


4 leaving. s 








: Continuous, marginal punched § 
§ forms with carbon interleaving. : 
a 








. 
* Continuous fanfold forms, fully s 


LITHOFOLD :or partially carbon  inter-® 


= leaved. 





The American panes 
CORPORAT 
500 Bittner St., 


St. Louis 15. Mo. 
OFFICES IN PRINCIPAL 
CITIES 


. 

7 
WRITE FOR FREE®s 
FOLDER that tells® 
how you can cut§ 
forms - handling costs . 
33% and more! 

PRR... RES 


Burroughs 


Select Rough — Rebuilt 


@ BookKeEeEPinc 
@ CALCULATING 
@ ACCOUNTING 
@ ApDING AND BILLING machines bought, sald, 


rented, repaired or re- 
conditioned. Write for 
current prices. 


321 BROADWAY e« NEW YORK? N.Y 
WO 4-1240° cable: Hodgmach 


ACME 
ADDING MACHINE ~~ 
SERVICE & SALES 
CORP. Since 1927 








MULTIPOST POSTAGE 
STAMP AFFIXER 
$35. Plus Fed. 


Tax $2.10 


Automatically affixes 
stamps to envelopes from 
rolls of 500. Fully guaran- 
teed—i year free service. 


Order today or write for 
information 


ACTIVE MAILING 

MACHINE CO. 

537 S. Dearborn St. 
Chicago 5, tH. 











the writing style. This is most impor- 
tant. Poor writing can defeat the pur- 
pose of the manual. People just won’t 
use a poorly-written manual. 

Clarity is a consideration above all 
others. One of the principal aids to 
clarity is brevity. Brevity may be 
achieved by: using short sentences and 
paragraphs, avoiding repetition, avoid- 
ing unnecessary descriptive words and 
phrases (articles, auxiliary verbs), tab- 
ulating several items about which a 
statement is true. 

Another aid to clarity is unity. Each 
section should pertain to one subject 
only. Do not allow different subjects to 
intrude because they confuse. A differ- 
ent subject belongs in another section. 

Coherence, another important aid, re- 
quires arrangement of subject matter 
in logical sequence. In a procedure, tor 
example, the sequence is the order in 
which the tasks should be done. The 
necessity for completeness is obvious 
and a check list might help here. 

An aid to clarity is the discriminating 
choice of words. Usually there is a well- 
known and understood word to serve 
your purpose. Use it. Don’t seek the 
$5 word. Don’t use “consummate” when 
both “finish” and “complete” are avail- 
able. Use the unusual word only when 
it is clearly superior to commonly known 
synonyms. Avoid vague words such as: 
cover, develop, involve, implement. Use 
specific rather than general words. 

Verbs in practice sections should be 
in the indicative mood; those in pro- 
cedure sections, in the imperative mood. 
This indicates that procedures require 
doing (see example on pages 97 and 99). 

Each section should have a title (this 
and the number appear in the index). 
The title should be as brief as possible 
but must accurately indicate the 
tents of the section to enable one to find 
his subject by consulting the index. 
Since a procedure section deseribes a 
task or job, the first word of its title 
should be a gerund; e.y., requisitioning 
forms. 

Longer 


con- 


sections should be divided 
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into subsections. The subsection should 
be captioned by an underlined title and 
numbered for ease of reference. Sub- 
section titles serve to enable the reader 
to locate a particular instruction with- 
out unnecessary reading. 

As for punctuation, commonly ac- 
cepted rules should be observed. Pune- 
tuation must be accurate, as meaning is 
often dependent on proper punctuation. 
Follow the accepted rules for capital- 
izing words. In addition, you will prob- 
ably find it useful to make some 
“ground rules’. For example, I recom- 
mend capitalizing account names, form 
names and the names of columns and 
lines on forms. 

| have mentioned references 
only incidentally. Section numbers are 
used for this purpose. Use them liber- 
ally. Never repeat what is in another 
section—use cross references. They tie 
your manual into one coherent whole. 

The typing style should be outlined 
in detail. Margins, vertical spacing, 


cross 


and the location of number, title, dis- 
tribution codes, date, ete., should be 
specified. Experiment until you get the 
format you want. The only requisites 
are that it should be easy to type, easy 
to read, and should look “sharp”. A 
good-looking manual commands atten- 
tion. The typing, spelling and repro- 
duction must be first class. 

The manual must be kept up-to-date. 
Revisions are made by issuing new 
pages which are substituted for the 
out-of-date pages. Only the most minor 
changes should be made by letter. The 
binder should be of such design that 
pages can be easily removed. A good 
quality post or loose leaf binder will 
serve the purpose. 

Pages 97 and 98 show a sample prac- 
tice; pages 99 and 100, a sample pro- 
cedure; which illustrate many of the 
things I have discussed. I hope these 
samples will aid you in understanding 
any points wherein my explanations are 
lacking. 





1 BIND YOUR OWN 


SHEETS OR BOOKLETS 


Plastic 
printed reports, presentations and 
photographs in seconds. Bind right 
at your own desk at practically no 
cost. 


bind any 


The Tauber Plastic Binding 
Kit consists of a beautiful 
punching machine and over 


150 colorful Tauber 


F.O.B. Tubes. 
M.e. 


USE THE KIT ON A 2 WEEK FREE 
TRIAL, NO OBLIGATION 


TAUBER PLASTICS, Inc. 


202 HUDSON ST., NEW YORK 13, N. Y. 


typed or 


Plastic 


TAUBER-TUBE 
Bement! 


PERMANENT 























THe Orrice—October, 1952 











NEWS 


LS 
a 


of the Office 





AIA Annual Meeting 


Marriner 3S. Allan Shivers, 
Dan 


speakers at the 


Kee les, Groy ° 


and Texas Attorney General Price 


iels will be featured 
Hoth annual 
Institute of 
Shamrock, 


J. William 


Kecles, 


American 
Accountants, Oct. 5-9 at the 


meeting of the 


Houston, it was announced by 
Hope, ALA president. Mr. 
former chairman of the Federal 
Reserve Board, will 
Oct. 7. He board 


of governors of the Federal Reserve Svs 


speak at luncheon 


was chairman of the 


tem for 12 vears and a member until 
1951. He is now chairman and director 
of First Ogden, Utah. 
Gov. Shivers will speak at luncheon Oct. 
6H and Mr. Daniels will speak on ‘‘ Eco 
Nome 


Oct. 9. 


Security Corp., 


Aspects of Taxation’’ at a session 


There will be technical sessions 


on taxes, governmental accounting, in 


ventory, professional conduet, auditing, 
and training of professional accountants. 
Extracurricular 
with the 


Texas and 


activities in connection 


meeting will inelude tours in 


Mexico, 


TSA Officers 


The Transcription 
Supervisors Assn, of 
New York, 
nounced the 
tion of the 
ing officers 
1952-53: 


Brown, U. 8S. 


an- 
elee- 
follow- 
for 
Rose C, 
Life 
Insurance Co., presi- 
dent: 


U. &. 


Elsie Kaiser, 
Rubber Co 

Ist vice president; 
Bank of N. Y. & Fifth 
Ave. Bank, 2nd vice president; Marjorie 


’ 


Rose C. Brown 


Irene Crooks, 


Taylor, Remington Rand [ne., recording 
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Madeline Crelier, American 


Metal Co., corresponding secretary; The- 


secretary; 
resa C, Landquist, Ebasco Services, treas- 
urer, 


NABAC Program 

S. E. Bennett, program committee 
chairman, announced the tentative pro- 
gram for the 2Sth annual convention of 
the National Assn. of Bank Auditors & 
Controllers in Milwaukee, Oct. 27-30. 
Plans for an accounting panel include 
the value of accruals as an aid to man- 
agement and its advantages in compu- 
tation of costs; general ledger account- 
ing; payroll accounting, manual and me- 
chanical; and accounting for securities 
and investments. A half-day on audit- 
ing will feature such subjects as: value 
of self-audit questionnaires; basic inter- 
audit 
and the collection department; and a dis- 
part-time auditor, An 
entire afternoon will be devoted to per- 
sonnel and timely tax topics. A session 
on bank operations and bank costs will 
round out the three days of technical 
discussions. 


nal controls; of savings accounts 


cussion of the 


Records Conference 

The 21st annual conference on records 
held at the Edge- 
Chieago, Oct. 10. 
controllers, 


management will be 
Beach Hotel, 
office 
supervisors, and people in charge of their 
companies’ records will attend this one- 
day concentrated session on the practical 


water 


Some 400 managers, 


problems confronting people responsible 
for records. It will be under the super- 
vision of Bertha Weeks, managing direc- 
tor, Reeord Inc. John Erick- 
son, Celotex Corp., Chicago; Edith Sid- 
ney, Chicago Public School System; and 


Controls, 
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LOOK 
FOR 
THIS 
SEAL 


when you want TOP QUALITY in 

boxed typewriter papers and office supplies 
It is a fact that Authorized Neenah Dealers are a 

dependable source of quality products because they must satisfy 

a quality trade. Neenah boxed typewriter papers are the best 


that can be bought. They contain from 25% to 100% new cotton 





fibers and are tub-sized and loft-dried to produce a fine writing 
and typing surface. Only discriminating buyers are willing to 
pay for this superlative quality, and only discriminating stationers 
sell these papers. 

This is why the Authorized Neenah Dealer seal is 


a guide to quality office supplies. 


CULL 


WREARITER PREERS 


NEENAH BOXED 
TYPEWRITER PAPERS 


NEENAH PAPER COMPANY, Neenah, Wisconsin 
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“Why it pays users to buy INVINCIBLE 


“FOR BETTER BUSINESS LIVING” 


AN "INSIDE STORY"— 


From the standpoint of beauty and efficiency, In- 
vincible metal office equipment is a joy to have in 
any office. But you have to know about below-the- 
surface features to fully appreciate its comfort and 
lifetime durability. A good example is the Height 
Adjustment Feature shown in the drawing at the 
left. The foot may be screwed up or down to per- 
mit the user to adjust desk height at any point 
between 29 and 30% inches. Floor contact is pro- 
vided at 4 positions—eliminates rocking on uneven 
floors. Large, rugged, securely anchored sleeve 
gives added strength to withstand jolts and side 
strains of moving—improves appearance—provides 
exceptionally stable desk support. Glides at bottom 
of each foot are of rust-proof material—prevent 
rust stains on floor after scrubbing. For detailed 
information on other distinctive construction fea- 
tures which convince users that Invincible equip- 
ment is a wise investment for better business living 
—write the factory direct. 








COMMERCIAL OFFICE EQUIPMENT 
INVINCIBLE METAL FURNITURE CO. © MANITOWOC, WISCONSIN 
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Ida Welch, Miller Brewing Co., Milwau- 
kee, will hold a panel discussion on the 
Management—Whose 
Terry Beach, General 
Services Administration, National Ar- 
chives & Reeords Service, Washington, 
D. C., will discuss executive records. H. 
O. Whitten, Publie Service Co. of Indi- 
ana, Plainfield, will cover the subject of 
in-training programs. There also will be 
talks on work simplification and drama- 
tizing supervisory training. 


subject, ‘‘Reecords 
Responsibility?’’ 


Records Group Elects 


Records Management Assn. of New 
York announced the following officers 
for the year ahead: Beatrice Roach, pres- 
ident; H. Rosamond Hartshorn, Ist vice 
president; Charlotte L. Willuschat, 2nd 
vice president; Dorothy Dewey, recording 
secretary; Jean Collins, treasurer; Nell 
Francesca Bramman, corresponding sec- 
retary. 


Analyze Hypothetical Firm 


Five corporation executives and three 
principals in management engineering 
and accounting firms will act as consult- 
ants in the reorganization of a hypo- 
thetical education forum planned by the 
New York Chapter of National Assn. of 
Cost Accountants. Surveying the oper- 
ation and organization of an imaginary, 
but not improbable, company applies the 
case method of advanced management 
training pioneered by the Harvard Uni- 
versity Graduate School of Business Ad- 
ministration. The NACA project will 
permit thorough analysis of ‘‘Empire 
Typewriter Co.’’ Each major function 
will be studied by an authority in that 
phase of management. Executives par- 
ticipating are: H. L. Junge, controller, 
Underwood Corp.; Al N. Seares, vice 
president, general sales and service, Rem- 
ington Rand, Ine.; N. Madison Cartmell, 
partner, Cresap, MeCormick & Paget; 
Claire W. Goodman, assistant manager of 
purchases, Union Carbide & Carbon Corp.; 
C. Oliver Wellington, partner, Scovell 
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Wellington & Co.; John F. Hughes, su- 
pervisor, distribution costs, Standard 
Brands, Ine.; and Ed. G. McFadyen, 
budget director, United States Rubber 


Co. 


Noise Abatement Symposium 


George W. Handy, president, Acousti- 
*al Materials Assn., announced that the 
organization will co-sponsor the third an- 
nual national noise abatement symposium, 
Oct. 10, at Technology Center, Chicago. 
Mr. Handy, former president of the Na- 
tional Noise Abatement Council, also a 
sponsor of the symposium, said that the 
use of acoustical materials in combating 
excessive industrial and other noises will 
be a major theme of the conference. The 
symposium will be attended by industrial- 
ists, scientists, acoustical and safety en- 
gineers, industrial physicians and _ hy- 
gienists, architects, city health and po- 
lice officials and others interested in 
coping with the growing noise problem. 
Wallace Waterfall, New York, secretary 
of the association, has been appointed a 
member of the committee arranging the 
program for the symposium by its chair- 
man, Daniel B. Callaway, Armour Re- 
search Foundation. The foundation and 
the American Industrial Hygiene Assn. 
are also sponsors of the project. 


National Conference 
& Exhibit Calendar 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Oct. 4-9. 

Controllers Institute, Book-Cadillac & 
Statler Hotels, Detroit, Oct. 5-8, 

American Institute of Accountants, 
Shamrock Hotel, Houston, Oct. 5-9. 

Records Management, Edgewater Beach 
Hotel, Chicago, Oct. 10. 

American Management Assn., Office Man- 
agement, New Yorker Hotel, New 
York, Oct. 16-17. 

Institute of Internal Auditors, 
Hotel, St. Louis, Oct. 19-21. 

National Institute of Governmental Pur- 


Chase 
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| STATEMENTS 
CARBON 
ATTACHED 


Modern Business forms MMta.Co. 
308 E 8th St, Cincinnati 2 


Mfd in 1 OPERATION 


STATEMENT 
ace comroeatiog 





| ‘OUTLOOK’ 
igh? ENVELOPE 


Today’s Standard 


Glassine or 
Cellulose 
Transparency 
Outlook feature posi- 
tioned to suit your 
particular needs. They save cost of addressing 
—eliminate errors. Used the world over. Write 
for samples and prices today. 


OUTLOOK ENVELOPE CO., Est. 1902 


Originotors of “Outlook” Envelopes 
1001 W Washington Blvd Ch 





<ogo 7 nors 


bone DRYtype Cleaner 


Specially designed for type 


writer type and other office 


machines. Makes letters, car 
bor Opies and _ stencils 


strikingly clear and 


Reta for $l. 
Distributors Wanted 


A. J. WE BER, Org. 
Box 2692, Lakewood 7, O. 





| Insurance Accountants Assn., 


sharp. 


Immaculately clean to use. 





| sincerity, 





AUTOCOPY 
Cleansing Cream 


Hectograph, mimeo and dupli 
cator ink stains removed in 30 
seconds! Pleasant, effec- 
tive! Kind to hands; won't 
injure nail polish. Avail- 
able in 6 oz tubes, '/2 |b. 
jars, | tb. cans or jars. 
Dealers write for com- 
plete catalog! 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Illinois 
13 West 18 Street, New York 11, N. Y. 








| tolerance 
| toward 








chasing, Edgewater Beach Hotel, Chi- 
eago, Oct. 19-22. 

Systems & Procedures Assn. of America, 
Roosevelt Hotel, New York, Oet. 20-22. 

National Business Show, Grand Central 
-alace, New York, Oct. 20-25. 

Skytop 

22-24. 


Lodge, Skytop, Pa., Oct. 


National Assn. of Bank Auditors & Con- 


trollers, Schroeder Hotel, Milwaukee, 
Oct. 27-30. 

Industrial Management Society, Time 
Motion & Management Clinic, Sheraton 
Hotel, Chicago, Nov. 5-7. 

American Society for Personal Adminis- 
tration, Pfister Hotel, Milwaukee, Nov. 
20-21, 

National Business Teachers Assn., 
gress Hotel, Chicago, Dee. 28-30. 


Con- 





Assigning Work 
(Continued from page 137) 


opportunity to discuss, object and sug- 
they are much more likely to par- 
ticipate in a positive, cooperative fash- 
ion. Further than this, the supervisor 
might consider such tested but, untor- 
tunately, too little practiced approaches 
as: 

a. Showing his own personal beliet 
in the need for and importance of the 
assigment through attitude, enthusiasm, 
tone of voice and speech. 

b. Allowing sufficient time tor pre- 
sentation and making certain that par- 
ticular points are absorbed before pro- 
ceeding from one to another. The tact 
that the supervisor may himself be 
thoroughly familiar with his subject 
is no guarantee that his audience has 
the same comprehension. 

e. Maintaining a sense of humor and 
and avoiding the temptation 
display of temper, sarcasm or 
“the whip.” Employees appreciate and 
respond to cheerfulness and the light 
touch but resent and resist tactics which 
are dictatorial or based purely on au- 
thority rather than reason. 

4. Follow-up subsequent to actual 
undertaking of operations. This is an 


gest, 
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on 
ae EET 
oe ere 5 
ome 9 bate 


MITTAG & VOLGER, INC. 


Park Ridge, New Jersey 
Fine Carbon Papers and Inked Ribbons 


CHICAGO 6, ILL 


BOSTON 10, MASS 
558 W. Washington St 


NEW YORK 7,N.¥ 
75 High Street 


261 Broodwoy 
KANSAS CITY 6, MO. SAN FRANCISCO 5, CALIF. LOS ANGELES 13, CALIF 
1013 Grand Ave 591 Mission Street 406 So. Main $ 


GREAT NAMES 
FOR SPARKLING 
PERFORMANCE 


Completely new! Entirely different! and little wonder. 
M & V technicians asked thousands of users around the nation 
“What features do you want in carbon papers?” 
The result? A revolutionary carbon paper concept . . . papers as 
exciting to work with as they are lovely to look at. 

Slip-proof Miracle Tone curl-less back; amazing smudge re- 
sistance; clean edge, cut corner convenience, deep-down multiple 
copy ability; super durability; the ultimate in copy perfection. 


SEND FOR FREE SAMPLES! 


MITTAG & VOLGER, ING Park Ridge, New Jersey 


I want proof! Rush samples immediately 
I use a Regular (] Noiseless C) Electric a 
typewriter and usually make copies 

Name 

Address 

City Zone 











15% to 20% more copies per 12-01. tube 
Clean, sharp work on mimeo bond 
Fast drying — no smear, no offset 


Black and colors with minimum 
penetration 


Won't pack on distributor bar 
Won't drip from silk screen 
Won't horm stencils or silk screens 


Won't harden on waver rolls or bakelite 
cylinders 


Special odapter head on tube fits 
Gestetner ink pump 


Woshes off hands with soop and water 


Write forinome of 


neorest dealer 


INK SPECIALTIES CO., INC. 


523 N. HALSTED ST., CHICAGO 22, ILL. 
IN CANADA 
Carbon Poper Service Bureau 
177 King St., West Toronto, Canoda 





area which many supervisors are prone 
to neglect or mishandle. Follow-up is 
essential to test the effectivess of the 
original instructions but must be exer- 
cised carefully with a sense of propor- 
tion. Too little on complex, highly im- 
portant assignments may cause irrepar- 
able damage. Too much may jolt the 
employee’s pride and initiative and 
cause him to feel over-supervised and 
mistrusted. The important point is that 
the supervisor recognize the need for 
this technique and exercise careful judg- 
ment in its maintenance. 

Nowhere else, perhaps, in the super- 
visor’s total range of responsibilities, 
is it as important to consider the human 
element as in the actual assignment of 
work. This is the basic meeting ground 
between worker and supervisor; the 
field in which all their relationships 
and attitudes toward one another will 
be tested, weighed and evaluated. In 
this it is the supervisor who bears the 
prime responsibility for setting the 
scene, for creating and maintaining the 
conditions of job environment, and in- 
dividual and_ group _ relationships. 
Whether he stands or falls will be largely 
determined by his willingness and ability 
to provide the leadership which will 
create those attitudes of cooperation and 
enthusiasm which will result in greater 
job satisfaction to the worker and the 
highest production to the organization. 


Are Your Guide Tabs 
BROKEN? soi cascincne 


PyfBenton Coal Coll 


Unbreakable spring Jaws 
clamp them firmly to cards but 
permit removal or rearrangement. 


Large openings covered by trans- 
parent pyroxylin, white, blue, green, yellow, pink, or red. 


Insertable labels in perforated strips for typing. 
2 Sizes, 1” wide and 2”. Tops straight or bent back. 


Sold by leading stationers, U. S. and foreign, or sent 
ppd. to responsible firms on 30 days’ trial. Price list free. 


Samples (5 or less) 2 cents each. 
12,500 used by Hobart Bros. Co., Troy, Ohio 
Chas. C. Smith Co., Mfr., Box 743, Exeter, Neb. 
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Clerical Cost Control 


(Continued from page 80) 


record and not of conjecture in case any 
review of his performance is necessary; 
an adequate amount of time each day 
for rest, personal needs, ete. 

The supervisor has a precision meas- 
urement standard that enables him to 
determine accurately a satisfactory work 
load for a position; establish accurately 
the number of manhours required and 
the direct clerical labor cost, for any 
given volume of any kind of clerical 
work; develop maximum job flexibility 
among his personnel; speed the training 
of a person in any clerical position; 
determine in advance the manhours re- 
quired by a new or proposed procedure 
versus the manhours required by exist- 
ing procedure (applicable to mechani 
cal and manual operations); give full 
weight to human values and so satisfy 
the inner needs of his personnel; give 
credit where it is due; rate accurately 
the efficiency performance of each em- 
ployee; administrate his office with over- 
all efficiency and economy. 

The company has a management tech- 
nique that provides a sound approach 


VARiGRAPH 
LETTERING INSTRUMENT 


\pEnalis 
© VOGUE } +4 


Now anyone can do perfect hand-lettering to fit 
any job. Varigraph letters more than 500 sizes 
and shapes from each of 113 type style templets. 
Write today. No obligation. Dept. 65 


VARiGRAPH CO., INC. 2 
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GIVE ME Leberiy' 


Patrick Henry would 
back our platform of 
economy and freedom 
from chaos in business. 


Spend less to store more! 
Keep inactive records 
systematically safe, 
clean and accessible the 
low-cost LIBERTY way. 
Over 90,000 firms are 
using LIBERTY BOXES. 
25 stock sizes for every 
popular form. 


oe vv 


Sold by 
leading 
stationers 
everywhere 


Clip this ad to your letterhead for 


FREE BOOKLET ‘Manual of 


Record Storage Practice’. Tells how 
long to keep specific records. Shows 
best methods of record storage 


USE THIS HANDY COUPON 
Gentlemen, 


Please send us your free booklet 
"Manual of Record Storage Practice.” 


Name 
Address 
Firm 
City 


Dealer's Name .. 





| 
BANKERS BOX COMPANY 


Record Retention—Our Business Since 1918 
720 S. Dearborn Street e Chicago 5, Ill. 














Save Time! Cut 
Costs! Better Work! 
Try 10 Days FREE! 


NEW “Visi-Guide” ends pile-ups, press 
stops! Saves blankets, stock! Fits presses 
with Davipson DIAGONAL FEEDERS, In- 
stalls in 2 minutes, no drilling. Try 10 
days FREE. Write today! 

LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 











“Saue ime with 


Rite- Line” 


THE MODERN COPYHOLDER 
RITE-LINE CORP, 1025 - 15th Street, N. w. 


Washington 5, D. C. 


RITE-LINE copyvuwoitpber 


194 


the FO RCE 


@action 


mumbering machine 


Contoins 2 extra move- 
ments for triplicate and 
qvadruplicote in addition 
to standard consecutive, 
duplicate and repeat 
movements, 5 actions in 
one machine fulfill normal 
office requirements. 
Foolproof mechanism. 
Deeply engraved charac- 
ters, lightweight aluminum 
frame, easy-to-grip plastic 
handle. 6 figure wheel 
capacity, Gothic or 
Roman. Prefix letter 
wheels available. 

5 Yeor Guarontee. 


WM. A. FORCE 


& COMPANY, INCORPORATED ' 
216 NICHOLS AVE., B'KLYN, N. Y. vy 


Sales Offices: New York, Chicago, Son Frun., Montreal 


... for that “run-down feeling” at the 
end of a busy page! 
Ask your local typewriter dealer for 


B. F. GOODRICH TYPEWRITER ROLLERS 


The only rollers equipped with the exclusive 


PAGE END-ICATOR 


Tells the typist exactly how many 
typing lines are left on the page. 
Ends run-offs and re-types! 


Nationally distributed by 


SHIPMAN-WARD MFG. CO. 


325 N. Wells St. ° Chicago 10, Ill. 
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to the control of clerical labor cost; 
permits maximum utilization of em- 
ployee time in periods of shortage of 
clerical workers; permits establishing 
the clerical labor cost of any special 
report; provides a sound basis for eval- 
uating supervisors for advancement 
(the manner in which supervisors use 
the manhours budget is a valid basis for 
appraising their administrative poten- 
tial); provides better job conditions; 
reduces costly turnover of personnel; 
promotes a general feeling that the com- 
pany is interested in its employees; 
stimulates a better attitude toward work 
and the company both in the super- 
visor and in his personnel. 





By our outlining to each employee | 
the advantages mentioned above, we got | 
them to participate wholeheartedly in | 
the program work of job analysis, work | 
simplification and the development of | 


time standards. 


Since each standard unit time is based | 


on reasonable normal performance, we 


__ 
A o ° 
os ett ti. 


gc a 

















“Please, Miss Jones, stop telling your friends 
that you work in a clip joint.” 
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PAPER CLIP 


i 


Empres S RIBBONS 


the 
of the KEYBOARD 


for 


A good impression makes a good 
impression! 


This is not double talk. It means that 
a clean impression by EMPRESS type- 
writer ribbons on your letters creates a 
favorable impression of your company. 
EMPRESS writes “sharp”, gives impres- 
sions of print-like beauty. Economical 
—because it outlasts ordinary ribbons. 
Give your Secretary the right tools with 
which to turn out handsome letters of 
executive calibre. Order EMPRESS. 


If your Dealer doesn’t carry 
EMPRESS, we'll be glad to give you 
the name of a nearby Dealer who does. 


PEERLESS IMPERIAL CO., inc. 


eral Office 
28 Peerless Place, Newark 5, New Jersey 
N.Y. Office. 13, 110 Franklin St. * Chicago 2, 179 W. Washingtosi St 
Detr 8, 37: Linden St., River Rouge, Michigar 


elale Mi asl aielay 














TYPE CLEANING MADE EASIER 


with the amazing hi 


Typists ond business b Ras 
mochine operotors wont ra BB gereee-r: 
*Norto Plastic Type Cleaner 6 ‘aaianabtee 
—if's easy to vie—no mess © Addressing Plates 

— no liquids to spill ¢ Morking Devices, etc. 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


NORTA “DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N. Y. 


RIBBON & 
CARBON 
MANUFACTUR- 
ING EQUIPMENT 


+» Floor type modern 

motorized two color 
ribbon inker in the 
inking position. 


F. SIMONYE 
Mt, Airy & 
Harbourton Rd. 
Lambertville, N. J. 
e. 





ALL PURE COMMERCIAL 


WAXES 
CARNAUBA * OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Off. 











fas nue Lelorhoads 


REE PROOFS 


| 90% 


| erease the 





| appraise 





, RE DIE”. bf tes ta 

ie MAIL US Bs 

Bert $ oars. no, oMLNOATION, >i 

JJewberry Engraving Co. 
801 SO. 20TH STREET- BIRMINGHAM 5, ALABAMA 


America’s Largest Engraver of Fine Stationery 


encountered a measure of difficulty with 
certain individuals who worked at a 
pace faster than the norm we used. 
These employees had time available. We 


capitalized on this with a simple time 
journal form (page 74). 


A worker who 
was able to finish his or her regular 
work in less time than provided by the 
standards could increase his or her per- 
formances efficiency by “selling” avail- 
able time to another job or department. 
3v recording such “sold” time on the 
time journal, an efficiency of upward of 
is frequently attained instead of 
the 80-85% that might otherwise have 
been attained. Using clerical cost control 
and the time journal as bases of ap- 


| proach, there has been developed a prac- 
| tical basis for a bonus or production 


incentive plan for clerical workers. 

A practical plan for this purpose 
would, in our opinion, do much to in- 
efficiency of the individual 
clerical worker by providing a_ real 
stimulus to the will-to-produce. This 
illustrates the latitude of possibilities 
inherent in clerical cost control. It dem- 
onstrates the wisdom underlying our 
top management philosophy that Air 
Reduction Co. is only as strong as the 
developed potential of every employee. 

The results of our clerical cost con- 
trol program varied with departments. 
Our younger supervisors were enthus- 
iastically in favor of the program while 
some of our older supervisors were just 
as enthusiastically opposed to it. One 
by-product, therefore, was a rather clear 
picture of certain segments of our su- 
pervisory group that enabled us to re- 
some of our management 
potential. 

In addition to many favorable re- 
actions by clerical employees, and nu- 
merous examples of better clerical per- 
formance by individuals, the dollar re- 
sult of the clerical cost control pro- 
gram were impressive. Most of the de- 
partments surveyed ranged in size from 
18 to 30 clerical employees. Within a 
period of approximately one year after 
completion of the surveys, the clerical 


THe Orrice—October, 1952 








| mon, here’s a gr-r-and one! The 
erasers that correct mistakes written in 
any language—clean and quick as the 
breeze blows the mist from the moors! A 
Scotsman—and any man—will tell you the 
same. That’s why everybody wants these 
world-famous erasers. That’s why your of- 
fice folks will weleome them. Your sta- 
tioner has Weldon Roberts Erasers in 
many styles suited to your specific erasing 
requirements. 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No, 18th St., Newark 7, N. J. 
World's Foremost Eraser Specialists 


NO. 900 SUEDE — 
Makes quick erasures 
on any kind of paper. & W. 


Its softer gray textur. 

and slightly octagonal 

shape contribute to its 

wide popularity. (No. 

9000 Suede Whisk is Mi. takes in Any Language 
the same eraser with 3 Correct 1S 

a whisk- brush — at- wneieuans 
tached.) 





FSF SSSSSSSSSSSSSSSSSSSSSSSSeSeeseeeeee sev eeseecesc¢gcssusee8#09#094g0) 


you helped design the... 


ADDING MACHINE 


TrTrtttrtrttttttftsthstheeheteeeeee eee rrr TTT 


why you? 


An exhaustive survey was first made of the personal 
tastes of executives and operators. Their prefer- 
ences were noted — and the features are today 
incorporated in the ODHNER ADDING MACHINE! 


Tomorrow's Adding Machine 
for Today's Business Profits 


faster, smoother operation 


The ODHNER Adds, Subftracts, Multiplies, Credit 
Balances with accuracy and swiftness. Operating 
keys have been reduced to three—for eliminating 
unnecessary hand movement which slows down op- 
erating efficiency. 





made with “‘most wanted” features 
ODHNER has dual purpose operating keys; non- 
add and electric correction keys; fast uni-direc- 


tional main shaft for longer life. Dollar for dollar 
a up to YOUR BEST ADDING MACHINE 


Write Today for VALUABLE FREE BULLETIN 00.105 210 FIFTH AVE., NEW YORK 10, N.Y. 


OTHER NEW AND OUTSTANDING PROFITMAKERS SOON SEE US AT BOOTH No, 254 
AVAILABLE! DEALERSHIPS OPEN—WRITE FOR DETAILS. NATIONAL BUSINESS SHOW 
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AVAILABLE AGAIN! 




















SHIPPED 
FROM STOCK 


A metal cabinet map file—with 
locking doors. 112 tilting tubes. 
Easy to file and find maps, 
tracings to 60”. 


PATENT NO 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main Tulsa 3, Okla. 








LETTER 
& LEGAL 
SIZES 


VANGUARD 


STEEL STORAGE FILES 


“Double” as active files. Stack without sag 
or bulge. Easy roller operation. Oven- 
baked gray or green—brass finish trim. 
Prompt shipment. 

CONTACT YOUR DEALER TODAY 


a ring & Manupaclir my Company 


ACKSON BOULEVARD - 








Standard Copyholder 


Size: 
9x 13 
Inches 


Comes 
with 
three 
attach- 
ments 


$8.85 


Delivered 


The STANDARD COPYHOLDER meets 
EVERY typing need. Ideal for copying 
from large books. Steel construction, baked 
enamel finish. NO OTHER COPYHOLDER 
nice SO MUCH QUALITY AT ANY 


See your dealer or write: 


STANDARD COPYHOLDER 
SALES & DIST. CO., Dept. 10, 


3145 Perlita Avenue 
Los Angeles 39, California 








Witheln mn Brewsike 
COKG. 
BERLIN ree US-SEKTOR 
FRIEDRICHSTRASSE 210 


THe Orrice—October, 1952 





labor cost savings at the surveyed loca- 
tions ranged from $11,000 to $27,000. 
These are tangible continuing savings. 
To them must be added the intangible 
benefits that inevitably accrue through 
providing people with balanced jobs and 
making it possible for them to enjoy 
feelings of security, job satisfaction and 
recognition. 

None of the savings were effected by 
the dismissal of workers. The company 
stated as a policy (1) that no com- 
petent worker would his or her 
position as an immediate result of the 
application of this survey work; and 
(2) that any reduction in personnel re- 
quired to bring overall performance up 
to the desired standard would be accom- 
plished through normal turnover, trans- 
fers, and the like. 

Because of this policy each employee 
had a personal interest in participating 
wholeheartedly and competitively in the 
program. Participation by the individ- 


lose 


AIR MAIL 


To save you money on postage 


lightweight — strong 


write for Free samples—Dept. 0 


The Lafayette Company Suppliers of airmail stationery for 


120 Greenwich Street, New York 6, N. Y. 
©9000 SOOOOOOHOHOOOOEOOHOSEOOOOSHHHOHHHSESESOHEEEEEESEESESES 


ual worker in any program of this na- 
ture is necessary to insure full results. 
The employee who is allowed to par- 
ticipate enjoys a feeling of confidence 
in his management and has an incen- 
tive to display his capacity and his 
potential. Participation stimulates the 
individual will-to-produce. 

Supervisors can make effective use of 
clerical cost control to increase their 
office productivity. A progressive man- 
agement can, through a sound applica- 
tion of this technique, do much to help 
its clerical workers improve substantial- 
ly their individual performance over 
that which seems to be more or less 
general today. By its so doing, man- 
agement will be making a positive, con- 
structive approach to meliorate an ur- 
gent and prevailing problem that un- 
doubtedly will become increasingly 
acute. The price you pay for clerical 
labor increases as the quality and the 
available supply diminish. 


Papers and 


Envelopes ececccece 


over 31 years. 





OS 


-FEDERAL 


FEDERAL 


- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


- Iwwidaad 


1W¥3034 


‘/4e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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-of the Industry 





Mosler Executives 
kdwin H. Mos 
ler Jr. was elected 
Mosler 
Formerly 


president of 
Safe Co. 
a vice president, he 
succeeds his father, 
Kdwin HH. Mosler 
Sr., who died = in 
Harry H. 


Lynn, formerly ex- 


July. 


Edwin H. Mosler Jr ecutive vice presi 

dent, was elected to 
the newly created post of chairman of 
Edwin H. Mosler Jr. is the 
fourth generation of the Mosler family 
working in 
1945 he 
New 


vice 


the board. 


in the business. 
the Mosler 
was promoted to 
York was elected a 
president and director in 1947 when he 
was also elected president of the Pro 
tectall Safe Co. of Syracuse, N. Y., a 
subsidiary of Mosler Safe. He is chair 


He began 
1940. In 


manager of the 


factory in 


office and he 


man of the board of the Duplex-Electric 
Co., New affiliated company, 
and is director of the Mosle1 
father for 


York, an 
also fl 
Foundation, founded by his 


philanthropic purposes. 


A. B. Dick Sales Manager 

E. L. 
whose 
A. B. Dick Co. dates 


Tabat, 
career with 
1936, be 


general 


back to 
came sales 
following 
the death of True- 
man T. Miller. Mr. 
Tabat has 
salesman, sales pro 


manager 


been a 


motion representa 


E. L. Tabat 


tive, manager - 


200 


sales engineering, assistant to the presi- 
development. 
Mr. Tabat’s 
sales develop- 


dent and sales 


: oe: 


former post as manager 


manager 
Hamline moved into 
ment, leaving his position as manager 

special markets which he has held since 
1950, 


George H. Canada became manu 


ger—-special markets. W. J. Armstrong 
into Mr. 


gional sales manager. 


Canada’s post as re- 
Harold N. Cheney 
~sales training. 


moved 


was appointed manager 


Heads Facit, Inc. 

Erik A. 
has been appointed 
president of Facit, 
Ine., sole U. S. dis- 
tributor of Facit 
Calculating Ma- 
chines, Odhner Add- 
ing Machines and 
Halda Typewriters. 
Mr. Ohlsson was 
previously inspector 
general in South 
America, where he directed sales through- 
out that continent for Aktiebolaget At- 
vidabergs Industrier of Stockholm, Swe- 
den, manufacturer of Facit, Odhner and 
Halda office equipment. 


Ohlsson 


Erik A. Ohlsson 


Furniture Week This Month 


National Office Furniture Week, Oct. 
19-25, will be co-sponsored this year by 
National Stationers & Office Equipment 
Assn., Wood Office Furniture Institute, 
Upholstery Leather Group of the Tan- 
ners’ Council of America, and National 
Secretaries Association, as well as indi- 
vidual business equipment firms, accord- 
ing to the originators, National Office 
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‘A, BEAUTIFUL 
\Y PARTNERSHIP 
party of the first part ME 
party of the second part MY MARCHANT 
(" 3 gon ame Soe — 


(Mm Masolud Cobeulitere 


{ 


S 


MARCHANT’S Keyboard Dials... verify my entries 
MARCHANT’S “Carryover” Dials... guarantee my answers 





SSCCeSCssesceoscocsesesecsesees 














KEYBOARD DIALS—MARCHANT is distinguished by 
being the only American calculator with dials 
for verifying the keyboard entry—the operator's 
first step in every calculation. 


COMPLETE CARRIAGE CARRYOVER—Regardless of the 
Carriage position or how the figures are 
entered, MARCHANT'S Carriage Dials ‘‘carry- 
over” the Right Answer. No figures dropped 
...N0 dials inactive ...no dead spot... F 
the answer has to be right. ' , "MODEL EFA 


POSITIVE INTERNAL DIAL STOP—MARCHANT'S 


continuously flowing dials are in constant mesh eeneieeene “eee canes eee 

until the calculation is completed... geared to greatest guarantee of the Right Answer. The 
MARCHANT MAN in your phone book will 

stop exactly where they should. be happy to demonstrate on your own work 


how these features will save you time and 
Mn Q K CH ONT AMERICA’S FIRST 


money. Call him or mail the coupon. 


: GUIDE TO MODERN FIGURING METHODS ; 
: ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [_] : 


MARCHANT CALCULATORS, INC. 


GAKLAND &, CALIFORNIA 
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WAYS TO RECOGNIZE A GOOD EXECUTIVE 


No two top-notch adminis- . He keeps several pots boiling at 
trators look alike .. . dress once without confusion .. . 
alike ... work alike. But when you see . Has an office that helps him do all 
a man who fits a certain pattern, the these things better . . 
chances are you're looking at a good 
executive. Here are some ways to spot 
him: 


“Y and E” equipment does two things 
for an executive: 1. Gives him an office 
that looks attractive. 2. An office that 
l. He likes to use other men’s heads as makes it easier to be efficient. Both are 

well as his own... important—one helps him sell himself 
and his ideas; the other helps him get 
things done. 

. He knows how to pass the ball to “Y and E” offices are designed for 
his subordinates ... success. 


Send for Steel Desk Catalog No. 3806 


“Also Makers of Quality Filing Systems and Supplies — 
we RE es 


. Gets a kick out of accomplishment... 





MARK OF SUCCESS © 





YAWMAN nD FRBE MFG.(O. 


1020 JAY STREET * ROCHESTER 3, N.Y., U.S.A. 
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L. to r. Bernard H. Nemlich, chairman, NOFA 

advertising promotion committee, John E. 

Mossman and John R. Gray, NOFA executive 
director. 


Furniture Assn. Dictaphone Corp. will 
display posters in their showrooms in 90 
cities and office furniture showrooms 
across the nation will feature eye-catch- 
ing displays and special merchandise pro- 
motions to emphasize what modern office 
furniture can do for business. In many 
cities, groups of dealers will pool an ad 
fund to tell the world about Office Fur- 
niture Week in special ads. A compre- 
hensive kit containing advertising mats, 
publicity and direct mail ideas, copy for 
radio and TV spots, and window display 
material will be sold at cost ($4.50) to 
dealers who wish to take part. There 
will be contests to choose Miss Most 
Decorative Office Worker in 13 cities. 
Details from NOFA at 175 Fifth Ave., 
New York 10. 


Eastern’s Merchants Meet 


The annual Eastern Corp. combined 
merchants advisory council and district 
sales managers meeting was held in Au- 
gust at the company’s main office in 
Bangor, Me. Paper merchants and sales 
managers from all sections of the eoun- 
try examined sales and advertising re- 
sults for the past year. New sales poli- 
cies and advertising plans were discussed. 
The merchants advisory council was es- 
tablished over ten years ago as a com- 
mittee, chosen from Eastern paper mer- 
chants, to advise Eastern on field sales 
conditions and sales promotional activi- 
ties. 
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President of Plus 


Plus Computing 
Machines Ine., New 
York, a subsidiary 
of Bell Punch Ltd., 
of England, and ex- 
clusive national dis- 
tributors of Plus 
adding and ealeu- 
lating machines, an- 
nounced the elec- 
tion of Henry R. 
Mathien as_ presi- 
dent. Mr. Mathien sueceeds W. B. Shel- 
don, a director of Bell Punch Ltd., who 
will serve as chairman of the board of 
Plus Computing Machines Ine. Mr, 
Mathien, prior to his new appointment, 
export manager of Bell 


Henry R. Mathien 


was assistant 


Punch. 


Robotyper Expansion 


Two executive 
changes and plans 
for expansion of its 
line of products 
were announced by 
Robotyper Corp. 
Robert D. Moore, 
former president, 
became chairman of 
the board and re- 
tains his office of 
treasurer. De Gy 

president and general 
Mr. Griffin was 
associated with Remington Rand, Ine., 
for 12 years immediately preceding his 
resignation to join Robotyper. He served 
as branch manager in Minneapolis, Pitts- 
burgh and Detroit, as home office spe- 
cial representative and as assistant gen- 
eral sales manager of the tabulating di- 
vision at New York. The present line of 
automatic typing equipment manufac- 
tured by Robotyper will be expanded 
under Mr. Griffin’s direction. He is as- 
sisting materially, in addition, in extend- 
ing the corporation’s activities to utilize 
a combination of vacuum and electronic 
principles to connect and actuate comni- 


D. C. Griffin 
Griffin 
manager and a director. 


became 


203 











ee CHOICE” 
BUILDING BUSINESS 


spartett 


GRAYTONE MODELS 


WITH DIRECT SUBTRACTION 


MODEL B192E 


Electric Printing Calculator 
9-Column Totals up to 9,999,999,99 


MODEL B192 


Hand-Operated Printing Calculator 
9-Column Totals up to 9,999,999.99 


Some territories now 
open for exclusive as- 
signment. If interested in 
securing an exclusive 
and profitable agency, 
write for full information. 


EXCLUSIVE 
SALES 
AGENCY 
PLAN! 








BARRETT ADDING MACHINE DIVISION 


Lanston Monotype Machine Company 
24th and Locust Sts., Philadelphia 3, Pa., U.S.A. 


standard business machines, 
typewriters, adding machines, 
key punches and calculators with per- 
forated paper tape. Connecting mechan- 
isms will be simple and reliable and avail- 
able to small concerns at moderate cost. 
The standard business machines will be 
instantly available for normal, independ- 
ent use. 


nations of 
such as 


Burroughs Promotions 


William D. Lewis, formerly branch 
manager in South Bend, Ind., has been 
the staff of 
Willis E. Morgan, general sales manager, 
Burroughs Adding Machine Co. He will 
assist in the general administration work 


appointed an assistant on 


of the sales division. Mr. Lewis joined 
Surroughs at Peoria, LIl., in 1936. As a 
senior representative he was transferred 
to Milwaukee in 1940 and held that post 
until his appointment as South Bend 
manager in 1949. He is succeeded in the 
South Bend Stephen R. 
3rown who was on the north central re- 
gional sales promotional staff. 


position by 


Underwood Dealer Division 


Underwood Corp. announced that its 
former Portable Typewriter Division, be- 


cause of increased activities, will be 


E. W. Boehm, Chicago distributor for A. B. 
Dick Co., lent Mimeographs to the Demo- 
cratic and Republican national conventions 


for releases. Here he helps Walter Ferris, 
supervisor of production for the Democratic 
committee. 
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known in the future by the more descrip- 
tive name of Dealer Division. The 
Dealer Division will be under direction 
of sales manager W. W. Steiner, who 
served in a similar capacity in the Port- 
able Typewriter Division, and will super- 
vise sales to the company’s dealers 
throughout the U. S. Principal items 
sold by these more than 8,000 dealers 
include the line of Underwood Portable 
Typewriters and Leader Adding Ma- 
chines. 


Adders on Free Trial 


Victor Adding Machine Co. has 
launched a nationwide, nationally adver- 
tised, free trial offer. A. F. Bakewell, 
vice president and general sales manager, 
stated that full-page advertisements in 
national magazines appeared last month 
and would continue for an _ indefinite 
time. ‘‘Our sales to both large and small 
businesses indicate that the adding ma- 
chine has become as important to the 
businessman as his telephone,’’ he said. 
‘“We believe that there is a large mar- 
ket of buyers who do not know they have 
a need for an efficient figuring machine. 
The best way to prove this need is to let 
them try before they buy.’’ The free 


Starting a new turbo-generator at the Lincoln, 
Me., mill of Eastern Corp. L. to r., Max D. 
Getchell, chief engineer; Harry C. Lord, John 
A. Stevens, Inc.; E. L. Aldrich, mechanical 


superintendent; Harold Holden, president; 
Charles G. Paine, vice president and general 
manager. 
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The Amfile line is complete — con- 
tains just about everything and any- 
thing you need in the way of folders— 


177 different styles and colors. 
Letter, Legal and Invoices sizes. 
Single or double tops. 

All top corners are rounded. 
Manila in 8, 91/2, 11, 14 and 17 pt. 
Kraft in 8 and 11 pt. 

Red Fibre in 11 pt. 

Pressboard in 2 grades. 

Colored folders, 


Amfile File Folders come packed 100 to a 
box, 500 to a carton. 


Order from your Dealer 
or write for circular. 


AMBERG FILE & INDEX CO. 
Kankakee, Ill. 

















SORT 


IN MINUTES 
INSTEAD of HOURS 
WITHOUT 

COSTLY MACHINES! 


Putco, oon, See 
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Quick facts from punched cards! Saves you 
up to 65%, sorting out data for production 
control, inventory, sales, payroll, etc. Anyone 
seated at desk, can do the job with E-Z Sort. 
A simple hand rod is the only tool. E-Z Sort 
is widely used by organizations in every pa:, 
of the country. Can be readily adapted te 
your needs. Our nearest office will gladly show 
you; or write us for details. 





able se ee ciseetedpecetestesetosasesgcecy. 


S 


_ E-Z SORT 


| SYSTEMS, LTD. 


4 45 Second Street 
Dept. 102 
San Francisco 5, California 
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A few valuable territories open 
to qualified Systems Engineers. 


| 





offered 
models in the 


of the basie 


line. 


trial is on any $2 


Vietor 


Kellogg Controller 


Sterling H. Bass was appointed con- 
troller and assistant treasurer of Kel- 
logg Switchboard & Supply Co., H. C. 
McCluskey, executive vice president and 
treasurer, announced. 3efore joining 
Mr. Bass was a partner in the 
Chicago firm of George Rossetter & Co., 
certified public accountants, he 
had been for 21 years, 


Kellogg 


Sb) 


where 


Mosler to Sell Revo-Files 


I xelusive 
and distribution 
rights to Revo-File 
rotary ecard filing 
systems have been 
acquired by Mosler 
Safe Aceord- 
ing to Edwin H. 
Mosler Jr.,_ presi- 
dent, the Revo-File 
exclusive franchise 
covers the U. S. and 
Revo- 


sales 


Co. 


Wendell V. Gilbert 


many principal foreign markets. 
File Co., Freeport, N. Y., will continue 
to manufacture the rotary files for Mos- 
ler and will maintain its high standards 
of quality and workmanship. Initially, 
sales will be restricted to present Revo- 
File dealers and direct Mosler sales offices 
until dealer education been 
pleted, at which time the entire Mosler 


has com- 


Irving Levy, vice president, Art Steel Co., 
demonstrates safety devices in his plant to a 
group of Latin American safety officials. 
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How to Make 
INVISIe8 le 
Erasures 


With a few feather-light strokes, 
a Rush FybRglass Eraser re- 
moves the last trace of an in- 
correct character —keeps your 
typing clean and professional- 
looking. 

Colorful plastic holder uses 
long-life propel-repel refills. It 
must satisfy you—or your money 


back. USH- 


-FYBRGLASS FRASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 
The Eraser Co., Inc. 
104 S. State St., Syracuse 2, N. Y. 














% ADJUSTO-SWING fits 
metal. Easily attached. 

% Adjustable to proper height. 

% Converts flat top to Steno desks. 

% insures your machines against tipping over. 


Adjusto-Swing Office Machine Stands Co. 
509 Shelby St. Detroit 26, Mich. 


most desks, 
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result from 

sparkling type... 

and the best known 

means to that end is 
the incomparable 








CLARO TYPE 


Here is the simplest, fastest and 
CLEANest type cleaner—a favorite 
with bosses and typists alike. The 
sturdy dauber eliminates spattering 


AFTER 
and drudgery. Slower evaporating y) 
and hence more economical. Non- / A\ 


inflammable. Try CLAR-O-TYPE and 
watch your letters really sparkle! 








Autti teoudbuinudetoutuuuaputufd drab 





| 60¢ at all stationers and typewriter dealers 





wood or 


TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 


a 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


a 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N.Y 

















MASO'S 


NEW 


De Luxe 
} ~~ “Econome” 
rh oe 
with Drawe: - STAND 


Has Handy Letter Size Drawer! 

This newest addition to Maso’s line of 
typewriter tables and stands is of all 
steel construction throughout. 





CHAIRS—STANDS 


SEE Our New Line of 
ROOM 502 — NSOEA SHOW 











MASO STEEL PRODUCTS 


Dept. O, 81 W. Van Buren, Chicago 5, Ill. 








TO MEET THE 
MOST EXACTING 
REQUIREMENTS 


IMPORTED Domestic B 


Z 
Zz 
=s 
= 





BOTTOM LINE CARD HOLDER 


ontrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
QN ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Systems Supplier 
or write to PALSON MFG. CO. 
280 Main St., Worcester 8, Mass. 





LETTERS REACH US EVERY DAY 
r business friends, proving that Buromarkt 
equipment magazine is internationally recog 
are interested in the European market 
n ed twice a month about all new 
i ypments in Office Machinery, Office Devices, 
Office Furniture, Office Supplies and the complete 
range of Cx rcial Stationery by the news and 
trade journal 
BUROMARKT Internationa! Journal of Office Equip 
ment reaching 10,000 dealers and managers in all 
countries of Europe with the monthly supplement: 
Das Rationelle Buro, (The Efficient Office). 


Information from: Atlantic Service Agency, P.O. 
Box 415, Flushing, N. Y. INdependence 3-681/5. 


Sample copies from: 
VERLAG PETER BASTEN, 


AACHEN, GERMANY 
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dealer organization will be included in 
the sales program. Wendell V. Gilbert, 
who for the past seven years has headed 
Revo-File. Sales, has dissolved his sales 
company to manage Mosler’s rotary file 
division, 


Joins Milwaukee Chair Co. 


W. A. Wilson, manager of 
furniture department of J. L. 
Detroit, resigned to 


the oftice 
Hudson 
become 


Co., sales 


representative for Milwaukee Chair Co. | 


in Mich., Ohio, Ind., 
ern Pennsylvania (Pittsburgh). 


Ken., Ill. and west 


40 Years with Royal 
os Eee 


manager of 
Typewriter 

New 
oftice, 
pleted 40 vears with 
the company last 
month, Mr. For- 
shay started as a 
bookkeeper in 
Royal’s field de- 
partment in 1912 
where he became collection manager in 
1916. During the ensuing years he held 
the posts of accounting department clerk, 


Forshay, 
Royal 
Compa- 
York 


com- 


nv’s 


sales 


J. H. Forshay 


Frederik Thrane, Ozalid distributor in Norway, 
demonstrates an Ozamatic machine to Crown 
Prince Olaf (right) at an exhibit in Oslo. 
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PIII IHR IKI 


STORMS 


QUALITY PRODUCTS 


CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


"The Complete Line” 
Dealers... 


Increase your sales. Compete with con- 


| fidence. 


Sell highest grade merchandise produced 


| and guaranteed by a reputable manufacturer 
| with a thorough knowledge of DEALER re- 


quirements. 


H. M. STORMS COMPANY serving the 
DEALER TRADE EXCLUSIVELY for more 
than a HALF CENTURY is exceptionally well 
equipped to provide everything required in 
CARBON PAPER, INKED RIBBONS and 
CARBONIZED ROLLS. 


We have complete modern facilities for 
packaging and imprinting under dealers’ 
private brands. 


PERSONALIZED 


Investigate our service. 


chief clerk in the sub-office department, | Carbon paper permanently identified with 


your brand name printed directly on each 
sheet of carbon. A sure way to build repeat 
sales. 


Write NOW to Dept. H for details. 





he eee 
"Conds erern’” 


TRACE Mann 


H. M. STORMS CO. 
STORMS BUILDING 
BROOKLYN 16, N. Y. 


PII III AIAIAAI AAA AA ADAA SAAS SAAS A IN 


209 














Peeseseeeseeeseeeeeeeeeeeeeeess 
Be sure and see the 
NEW, SENSATIONAL 


PRINT-O-MATIC 
FOLDING MACHINE 


Also, our comple =) 

line of duplicsting BOOTH NO. 69 
equipment and ( 

supplies. 


PRINT-O-MATIC CO., INC. 
Merchandise Mart, Siete 54, Ill. 


CASH REGISTER 


© 


WRITE FOR LATEST CATALOG 


International Cash Register Parts 
Chicogo com rsoetetbeg Ports Co 
2810 ADDISON STREET, CHICAGO 18, ILLINOIS 


“K-LINE” Self-Locking Posts 


POLISHED ALUMINUM 


EFFICIENT 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY 
VINDING RECORDS 
IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL- 
ABLE FOR |4,”, 
5/16” & %” HOLES 
EXPANSION UP TO 
7, INCHES 


Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Catal 
UT nadie 11111] 
|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 


| the company 
| permitted the consolidation of the print- 
| ing department and the sales office. 





chief clerk in the sales office department, 
general sales department clerk and treas- 
urer’s department clerk. He was named 
credit manager in 1925 and the follow- 
ing year was elevated to assistant secre- 
tary. He received the appointment to 
his present post in 1931. 


Peerless Moves in N., Y. 


Peerless Imperial Co., Newark, N. J., 
announced the removal of its New York 
office from 321 Broadway to 110 
Franklin St. This move not only gave 
more necessary space, but 


sales 


Mur- 
York 


ray Falk is 
office. 


the New 


manager of 


McBee Appointments 


Major shifts in the sales organization 
of McBee Co. were announced by E. H. 
Gibson, general manager. E. D. 
Tunis transfers from the Hartford office 


sales 


Paul Harvey, ABC news commentator, 


| watches Philma Fox operate one of the Victor 


Adding Machines designed to tally votes at 


the Republican and Democratic national con- 


ventions. 
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ropes for (hwislinas 


A big sales promotion in the past, a 
bigger promotion in ‘52. What would be 
finer than a Safeguard system of check 
protection? Now is the time to consider 
this worthy gift. Models H, K, and 
Voucher checkwriter machines are avail- 
able in special Christmas packages. Inquire 
today. 


1 URDU NaH) UE 


OVERSEAS DIST. — SAFEGUARD INTERNATIONAL 
3312 LANCASTER AVE. — PHILA. 4, PA. 


SAFEGUARD CORP.., LANSDALE, PA. 


————— 
———— 














It’s Time to Gheck Your Typewriters 





Your Typewriters Need 
AN ANNUAL ROLLER CHANGE 


For Best Results Insist on 
Ames 


FUTURISTIC 


5-Star Platen 


Manufactured and Distributed to Office Machine Dealers By 


Ames Supply Company 


CONTACT YOUR LOCAL TYPEWRITER DEALER OR REFER TO YOUR RED BOOK 
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The PARALINER is a new device for rul- 
ing forms, It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 


edge moves forward the exact measured | 


distance wy 4 by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 


Reduce 


Maintenance 


With ‘'Belle-Vue"' 
ELECTRIC 
FAN 
COVERS 


ECONOMY 
PROTECTION 
Dust and dirt collecting 
on idle fans shorten 
their working life. Pro- 
tect them in winter 
months with these prac- 
tical, durable inexpen- 
ENDORSED ; sive fan covers, Ten 

by leading standard sizes. Fans per- 

maintenance manently installed need 

engineers not be removed. WRITE 

and fan TODAY for FREE 

manufacturers SAMPLE and prices. Ask 

about our typewriter 
covers. 














MANUFACTURED AND DISTRIBUTED BY 


BUDLEW PRODUCTS CO. 2°. 2sce31,.2% 


Chicago 4, Illinois 





KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 
a 

rability 


Adjustable to the 
natural position of 
any pair of hands. 
KARLO STANDS 
are designed to 
give better service 
than any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 











48 Pages 
8x10 
$3.00 


hig — 


. ea 


OFFSET CUTOUTS 


Stock promotional headings, for reproduction. 
Book of 2,000 classified specimens, only $3.00 post- 
paid. A rich source of practical help and inspira- 
tion. Thousands in use. Available also are other 
books containing promotional art, cartoons, bor- 
ders, panels, holiday art, etc. Most complete 
service in U. S. Free descriptive booklet. Sales 
representatives wanted in metropolitan districts. 


A. A. ARCHBOLD, Publisher 
1209-E S. Lake St. Los Angeles 6, Calif. 
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to Los Angeles where he assumes new 
duties as regional manager. He replaces 
E. R. Freed, who will pioneer a new 
McBee office in Honolulu.§ St. Clair 
Bromfield, former Albany manager, moves 
into the Hartford vacancy and Robert 
S. Miller, former assistant manager in 
Newark, N. J., has promoted to 
Albany manager. 


been 


Changes at Ames 

Hazen R. 
president, Ames 
Supply an- 
nounced that due to 
the expansion of 


Ames, 


Ueus 


business, the forma- 
tion of a company 
wholly owned and 
operated by Luis de 
Olazarra as an ex: 
clusive distributor : $e 

in the export field Edward W. Staats 
has become necessary. This 
located at 9 South Clinton, Chicago. Some 
time ago, the domestic and export sales 
were consolidated under the direction of 


business is 





44 Non-glare keys. 


Line adjusting lever. 
for 3 different spacings: 
single, 12 and double line. 


Automatic ribbon reverse. 

Clear type with high impact strike. 
Silent carriage return. 

Yupp Sere hardened to full length will 
hold alignment indefinitely 


Made in Western Germany 


Mr. de Olazarra who also held other posi 
tions in the Ames organization. Mr. de 
Olazarra’s duties as president in 
charge of sales and advertising of Ames 
Supply Co. will be assumed by Edward 
W. Staats, president in 
charge of the eastern division in New 
York. Mr, Staats has had over 20 years 
experience with Ames and is well quali- 


vice 


formerly vice 


fied to assume charge of all domestic sales 
of Ames Supply Co. He is familiar with 
the dealers’ problems and will make his 
headquarters at the home office at 564 W. 
Randolph St., Chicago. The above changes 
allow Ames Supply Co. to 
their efforts more closely in the domestic 
field and Mr. de Olazarra will have more 
time to devote to export and to direct 
Ames International de Mexico, S.A. 


concentrate 


Friden District Managers 

Two major sales managerial appoint- 
ments were announced by Larry B. Tay- 
lor, vice president in charge of sales for 
Friden Calculating Machine Co. Peter 
V. Traverso, Minneapolis district mana- 
1947, was named Detroit 


ger since dis- 


The new Olympia Personal Typewriter offers a maximum 
of outstanding features. Its light touch assures fast typing 
with minimum effort. 
perfect, easy to read letters and permit from 6 to 12 clear 
carbon copies. Many handy typing controls for increased 
output. 


Clear, sharp type faces guarantee 


Write for illustrated literature today! 


INTER-CONTINENTAL TRADING CORP. 90 west st., N.Y. 6, N.Y. 
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ice 
quipment 
xporter 


Brings Sales and Profits 
to Manufacturers of Office 
Equipment & Supplies 


Daily large shipments of office equipment and 
commercial stationery go forward to all parts of 
the world. Despite some trade barriers, the actual 
DOLLAR trade figures in these commodities are 
impressive and extremely profitable. Below are 
actual figures of representative office equipment 
and supply products which were exported during 
1951 by American manufacturers: 


$1,016,871 of bookkeeping and accounting machines to 


weden 

$76,607 of dictating machines to Union of South 
Africa 

$131,248 of carbon paper to the Philippines 

$88,553 of calculating machines to Saudi Arabia 

$557,030 of new portable typewriters to India 

$99,216 of office stapling equipment to Switzerland 


You can increase your sales. Advertise to this 
market. New users, the endless introduction of 
new products and the additional applications of 
present items are all steadily expanding your 
foreign market. More office supplies are in use 
today than ever before. Every day office equipment 
is shipped to one or all of the 66 countries and 
territories listed on the opposite page. And the 
figures for 1952 are running ahead of last year’s. 


Write for further information, advertising rates 
and circulation breakdown. 


OFFICE PUBLICATIONS COMPANY 
270 Madison Avenue, New York 16, N. Y. 


214 


| quality inspection. 
| the appointment to general superintend- 


trict manager. In his place as district 
manager for the Minneapolis-St. Paul 
territory will be Jack H. Lund, formerly 


| of the San Francisco office. 


Henry Hart’s 35th Year 
Hart, 
president in 
charge of 


Henry J. 
vice 
produe- 
tion at Royal Type- 
writer Co. factory 
at Hartford, cele 
brated his 35th an- 
niversary with the 
company in August. 
The man for whom 
Royal’s newest 
typewriter, the HH 
model, was named started with the Royal 
factory in 1917 as a tool designer in 
the drafting room. He shortly earned 
the posts of chief assembly inspector and 
supervisor of product engineering. Tn 
1943 he was named superin- 
tendent in charge of engineering and 
In 1945 he received 


Henry J. Hart 


assistant 


The most complete sales training manual on 
staplers and other paper fasteners is the |4th 
in the series issued to members by the Na- 
tional Stationery & Office Equipment Assn. 
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ent and succeeded to factory manager in 
1948. His elevation to the vice presi- 
dency took place later that year. Mr. 
Hart has been responsible for many in- 
ventions in his 35 years with Royal. 


Smith-Corona Director 


The board of directors of L. 
& Corona Typewriters Inc. elected 
old Edwards to the 
vacancy created by the recent death of 
Lewis P. Smith Sr. Since 
been president of O. M. 
which 


Har 


Edwards Co. 


manufactures window sash for 


busses, railroad cars, airplanes and ships. | 


Since 1948 he also has been president of 
Exeel Corp., Elkhart, 
of window sash and wing 
for the automotive trade. 


Robert B. Moodie 


Robert B. Moodie, 57, Friden Caleu 
lator distributor in New Orleans since 
1936, died Aug. 31. He started in the 
office equipment business at 13 when he 
assisted his widowed mother retailing 
typewriters. He entered the calculator 
field in 1927 as New Orleans manager for 
Marchant and he was also New Orleans 
manager for Monroe for three years. 


Trueman T. Miller 


Trueman T. Miller, general sales mana- 
ger, A. B. Dick Co., died Aug. 18 fol- 
lowing a het. illness. He was with A. 
B. Dick 27 years as salesman, sales su- 
pervisor, branch manager in Pittsburgh 
and Chicago, regional sales manager and, 
since 1951, general sales manager. 


Correction 


The story about the annual convention 
of National Business Forms 
on page 92 of the September issue of THE 
OFFICE showed the photo of Roy Flesh 
of the Flesh Co., St. Louis, mistakenly 
captioned with the name, Fred Doepke. 
Both Messrs. Flesh and Doepke are ae- 
tive in NBFA activities. 
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C. Smith 
board to fill the | 


1928 he has | 


Ind., manufacturers | 
ventilators | 





Associates | 


MANUFACTURERS 


OFFICE EQUIPMENT EXPORTER goes to all the 
known importers and dealers of office equipment 
and stationery in each of these 66 markets. Tell 
them about your products and earn DOLLARS! 


Afghanistan Ireland 

Alaska Israel 

Algiers Italy 

Arabia Japan 

Australia Kenya 

Austria Lebanon 

Belgium Luxembourg 

Belgian Congo Madagascar 

British East Africa Madeira Islands 

British Guiana Malaysia 

British Honduras Malta 

Burma Morocco 

Canada Netherlands 

Ceylon Netherlands West Indies 
Cyprus New Zealand 

Denmark orway 

Eeyp pt Pakistan 

F yy Philippines 

France Portuguese Africa 
French Guiana Puerto Rico 

Germany Bpetesle 

Gibraltar Sia 

Great Britain South Sea Islands 
Northern tretand Surinam 

Greece Sweden 

Haiti Switzerland 
Hawaii 
Hong Kong 
Iceland 
India 


yria 

Tanganyika 

Tunisia 

Turkey 

Indo-China Union. of South Africa 
Indonesia West Indies 

Iran Yugoslavia 


"ADVERTISE IN 


ice. 
eUreitans 
xporter 


Write for en gy ng 
rates and co infor 

OFFICE PUBLICATIONS. "COMPANY 
270 Madison Ave., New York 16, N. Y. 


advertising 
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Acco Products, Inc. 

Acme Adding Machine Service & Sales Gap. 
Active Mailing Machine Co... 

Addo Machine Co 

Adjusto-Swing Office Machine Stands Co. 
Ajax Time Stamp Co 
Allen Business Machines, RC. 
Alliance Rubber Co. 

Amberg File & Index Co. 

American Lithofold Corp. 
American Photocopy Equipment Co. 
American Stencil Mfg. Co 

Ames Supply Co. 

Archbold, A. A 

Arnot & Co. 

Asco International Ltd 

Atias Stencil Files Corp. 

Autocopy, Inc. 

Autographic Register Co 


Inc., 


Bankers Box Co 

Barrett Adding Machine Division 
Basten, Peter 

Bates, Mfg. Co. 

Battye-Franklin Corp. 

Bircher Co. 

Boorum & Pease Co. 

Borroughs Mfg. Co. 

Bostitch Inc. 

Brushmakers, Inc, 

Budlew Products Co. 
Burroughs Adding Machine Co. 
Business Archives Center Inc. 


Calculator Equipment Corp. 
Chairmaster 

Clar-O-Type oe: 

Codo Mfg. Corp. 
Cole Steel Equipment Co. 

Columbia Ribbon & Carbon Mfg. Co. 
Consolidated Business Systems, Inc. 
Convoy, Inc. 

Copy Right Mfa. Corp. 

Cotterman, |. 

Coxhead Corp., Ralph C. 

Cramer Posture Chair Co. 

Cushman & Denison Mfg 


Davidson Corp. 

Dehn Jr., |. A. 

Denoninator Co 

Dewberry Engraving Co 

Dick Co., A. B. 101, 
Ditto, Inc. 

Dictaphone Corp 

Diebold, Inc. 

Dreusicke & Co. Wilhelm 

Dupli-Typer Co. 


103, 
Cover 


Eastern Corp 

Econo-Pak Register Co 

Elliott Addressing Machine Co. 
Eraser Co. 
Esleeck Mfg. Co 
Evans Specialty Co. 
Everlast Pen Corp. 
Executive Furniture Inc 
E-Z Sort Systems, Ltd 


Faber-Castel| Pencil Co., A. W. 


216 


38 
184 
184 
124 


207 
115 


, 28 


165 
205 
184 
4 
34 
21! 
212 
150 
58 
125 
190 


19 
105, 


Faber Pencil Co., Eberhard 
Facit, Inc. .. 

Federal Business Products, 
Federal Cash Register Co. 
Felt & Tarrant ~_- Co, 
Force & Co., Wm. A. . 
Frankel Mfg. Co. 


Inc, 


General Photo Products Co. 
Gestetner Duplicator Corp. 
Gibian, Richard 

Gilbert Paper Co. 

Gonco Mfg. Co. ..... 
Graphic Systems .. 
Gray-Audograph 


Hamann Calculating Machine Co. 
Hammermill Paper Co. ’ : 
Harris-Seybold Co. 

Hoye Textile Corp. 
Hectographia Corp. ........... 
Hotchkiss Co., E. H. .... 
Howard Co., Robert 

Hunt Pen Co., C. Howard 
Hush-A-Phone Corp. 


Imperial Desk Co. 


Industrial Shredder & Cutter Co. 
Inter-Continental Trading Corp. 

Ink Specialties Co. ‘ 
International Cash Register ‘Parts Co. .. 


Invincible Metal Furniture Co. 


Karl Mfg. Co. 
Kee Lox Mfg 
Kellog 
Kline 


Lafayette Co. . 

Lanston Monotype Machine Co. 
LeFebure Corp : 
Litho Eogineering & Research . 


Magnetic Recording Industries 
Manifold Supplies bo. ; eae: 
Marchant Calculating Mac hine Co. ........... 
Maso Steel Products .. : 

Mercury Printing Co. . ; 

Midwest Rotary Manifoms Co, . 

Millers Falls Paper Co. ’ 

Miller-Trojan Co. , 

Milwaukee Metal Furniture Co. 

Minnesota Mining & Mfg. Co. 

Mittag & Volger, Inc. 

Modern Business Forms | Mig. Ge. 

Moore, Inc. Oo. 

Morris Co. 
Mosler Safe 


"Bert M. 
Co. 


National Business Show 

National Cash Register Co. .. 
National Vulcanized Fibre Co. 
Nebraska Salesbook Co. 

Neenah Paper Co. 

New England Paper Punch Co. 
Norta Distributing Co. : 
Northwest Metal Products Co. ... 
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Odhner Sales, Inc. 
Office Products, Inc. . ISI 
Office Research Institute . & 
Office Publications Co. . Soa , 2is 
Old Town Corp. OP 83 
Olivetti Corp. of America ........ ‘ . 60 
Outlook Envelope Co. st . 190 
Ozalid, Division of General Aniline & 

Film Corp. a * 49 


Palson Mfg. Co. ... rae . 208 
Paraliner Co. ...... 

Peerless Imperial Co. . 

Phillips Process Co. ; 174 
Pitney-Bowes, Inc. 

Plus Computing Machines, Inc. 154 
Preeti Dibreaiers. ONG. i oockcciviccssccees. UM 
Printing Devices Inc, ... ; 132 
Print-O-Matic Co. . ; ladies 

Pronto File Corp. ; 7 a 
Punched Card, The . ; : 159 


Queen Ribbon & Carbon Co. . 33 


Rapid Roller Co. .. , ; Pe nee 123 
Regal Typewriter Co. .......... . 207 
Remington Rand, Inc. son ..41, 66, 182 
Rex-Rotary Distributing Corp. ..... 167 
Rising Paper Co. .. cee 
Rite-Line Corp. .. ee ee 194 
Roberts Numbering Machine Co. ........ 7 
Roberts Rubber Co., Weldon .............. 197 
Royal Typewriter Co, puhnneenaeeuke es 110, Hl 


Safeguard Corp. Unerkwesa an iesincs 6 ee 
SATURN TO is vas ce ces canstoubeusine sae 
Scott-Rice Co. ; nares 198 
Scribe Corp. ....... ees ba 173 
Select-O-Phone Division ; ‘ me 
Shaw-Walker . : aes _ = 
Sheppard Co., C. agi bcos 1 
Sheppard Envelope Co. ; . eee . 
Shipman-Ward Mfg. Co. ..... . 194 
Shredmaster Corp. ... bea: 145 
Simonye, F. rer 196 
S-K Forms Co. : 31 
Smead Mfg. Co. ; : 55 
Smith Co., Charles C. ... ae 192 
Smith & Corona Typewriters Inc., . C...Cover = 
SoundScriber Corp. oe 
Speed-O-Print Corp. .... 

Standard Copyholder Sales & Dist. “Co. 

Standard Duplicating Machines Presa 

Standard Manifold Co. 

Staplex Co. 

Steel Parts Mfg. Co. 

Storms Co., H. M. 

Strohmeyer & Arpe Co. 

Sturgis Posture Chair Co. 


Tauber Plastics, Inc. 

Technygraph Co. 

Thomas Mechanical Collator Corp. 
Tiffany Stand Co. 

Times Facsmile Corp. 
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Todd Co. 
Tubular Specialty Mfg. Co. 
Typewriter Sundries Co. Ltd. . 


Uarco, Inc. 
Underwood Corp. 


Vanguard Engineering & id Co. 
Varigraph Co. 

Vari-Typer, The 

Verstegen, Inc., D. W. 

Victor Adding Machine Co. 
Victor Safe & Equipment Co. 
Vue-Fax Corp. 


Wassel Organization 

Wausau Paper Mills Co. 

Weber Bros., Metal Works 
Weber, Org., A. J. 

Webster Co., F. S. 

Weston Co., Byron 

Wheeler Insulated Wire Co. 
Wiemer's, Inc. .. 

Wolber Duplicator & Supply Co. 
Worden Co. 


Yawman & Erbe Mfg. Co. 


STENCIL BOOK 





The Smart Way to 
FILE STENCILS 
Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 


pages keep stencils moist 
future use. 

Capacity 50 stencils 
Capacity 100 stencils 
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Busy Month 


CTOBER is by far the most 
active month for office equip- 
ment exhibits and manage- 
ment conferences. There are 
eleven major conventions or busi- 
national in scope, 
in different cities 
(See Na- 


ness shows, all 
held this month 
throughout the country. 
tional Conference & Exhibit Cal- 
endar, page 189.) Ten of these 
events deal entirely with office sub- 
jects and the other (National Insti- 
tute of Governmental Purchasing) 
devotes a considerable portion of 
its conference and business show to 
office equipment and the 


savings 
accomplished by its proper utiliza- 
tion. 

The above 
tended by many thousands of office 


functions will be at- 
managers and several hundred 
thousand office workers. The ag- 
gregate annual value of the office 
equipment and business stationery 
purchasing power represented by 
those attending these gatherings 
exceeds two billion dollars. The 
magnitude and scope of these affairs 
has progressed incredibly from a 
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mere twelve years ago when office 
conventions were infrequent, seat- 
tered and irregularly attended. 

These activities reveal the growth 
of office work and emphasize the 
importance which business and gov- 
ernment attach to it today. To ease 
the burden, the associations which 
sponsor such conferences and busi- 
ness shows that are featured this 
month meet regularly to discuss 
specific topics within the general 
office field. These associations vary 
in size, ranging from large national 
organizations with several thousand 
members and elaborate programs to 
a small one of approximately two 
dozen men who diseuss informally 
the different kinds of office equip- 
ment monthly. 

The continued stress on paper- 
work production today offers great- 
er opportunity to men and women 
pursuing the eareer of an _ office 
executive. The rate of employment 
growth in business and government 
offices has far exceeded the rate of 
growth of industry in general this 
past deeade. From all the informa- 
tion yet available from the 1950 
census, indications point to further 
crowth of the office and elerical 
work foree with a continued heavy 
paperwork load. Consequently, it 
will pay your organization divi- 
dends to have some of your office 
staff visit, where possible, one or 
more of the events listed in the eal- 
endar this month. They could learn 
much from visible demonstrations 
of the latest office equipment and by 
attending concurrent seminars and 
lectures. 
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MAKE 12 120 BRIGHT COPIES AMIN 
-=IN | TO 4 COLORS 5 AT ONCE OF | ik, 
THING YOU TYPE, WRITE, OR DRA fe 











‘Lieu PROCESS DUPLICA 


q | with “MAGIC Fingertip Copy Control for 
| Sebo? All-Over Brightness of Every Copy 
fog E of 
° = et aes | @ The new Ditto D-10 provides the quickest, most 
ae economical and most satisfactory way to make 
SEI CHES copies. It's ready for instant use: your origina! 
* STATEMENTS ne ‘or drawing is your “Master — 
“ s @ to set, no inking, no 
* GRAPHS : makeready. You turn 120 bright copies a 
* CONTRACTS - ) at once, on varying weight 
ee baa or send, in sizes from 3 x 5 up to 9 x 14 


Fs : every user. Let us prove it— 
ee Se Rage 2272 West Worris 
M., Bre s in Principal Cities. 


\TION—NO OBLIGA TIO 


